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The GBVIMS User Guide Workbook

The following workbook contains activities and exercises pertaining to Chapters 2-7 of the GBVIMS User Guide. The
sections of the workbook are divided according to user guide chapters, and each exercise is intended to help you
apply the principles taught in that chapter. All You Try! activities from the chapters have been included in the
workbook and are organized in chronological order (e.g. You Try! #2 from Chapter 4 will be activity 4.2 in the
workbook; You Try! #4 from Chapter 6 will be 6.4 in the workbook, etc.). The workbook, however, does contain
additional activities that are not included in the chapters, so it is a good idea to complete all of the workbook
activities.

You should begin by printing this workbook; space has been provided for you to fill in your answers directly into the
workbook. Many exercises and questions included are subjective and do not have a right or wrong answer. Others,
however, do require a correct response; for these activities you may consult the answer key in the back of the
workbook after completing these exercises in order to verify your responses.
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Chapter 2: Information Management and Gender-Based Violence

2.1) Answer the following questions to help assess your organization’s current information management system
(1MmS).

1. How do you feel about the manner in which information is currently managed in your organization and/or
program? Are you satisfied with it?

2. What are the strengths of your current IMS? What are some examples of what it does really well?

3. What are the weaknesses of your current IMS? What are some examples or areas where it is not as efficient,
useful or standardized as you would like it to be?

4. Do you think reassessing or modifying your organization’s existing IMS would be a good idea? Why or why not?
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2.2) Read through the following list of common information management issues that organizations often face.
Select all that you feel apply to your organization.

O “We are not sure what information we should collect and why we should collect it.”

O “We are nervous about the sensitivity of the data we collect from our GBV clients. It is difficult to
tell if our data collection and storage methods protect our clients and everyone else involved.”

O “Our current methods of data collection and reporting are inefficient. Staff are required to recopy
information multiple times and do all calculations manually.”

O “with so many different terminologies being used to describe GBV incidents, we are not sure which
ones we should use.”

O “Everybody asks us for more data about GBV survivors.”

O “The case workers in our organization classify GBV incidents differently. We do not have a
standardized classification system.”

O “We make a lot of mistakes when calculating our data at the end of the month.”

O “Once we have collected our data, we are not sure what to do with it other than use it for donor
reports.”

O “We are unsure what information can and should not be shared with other service providers or the
GBV working group.”

O “Sometimes we feel pressure to share more information than we would like.”

O “We would like to share information with other GBV service providers, but the terminology they
are using, the type of data they are collecting and their procedures for classifying GBV incidents are
so different from ours that sharing data is meaningless!”

O “We are experiencing high staff turnover, and those trained on our information management
system are leaving the organization; our ability to manage our data is suffering as a result.”
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2.3) This activity is intended to help you assess the availability of information with your current IMS.

question write your response and the time it took you to find the response.

1. How many incidents of rape were reported to your organization over the past four months?
# of incidents: Time to find response:

2. Ofthose incidents, how many were referred to medical services?
# referred to medical services: Time to find response:

3. How many data points (i.e. data fields) are being collected by your organization each month?
# of data points: Time to find response:

4. How many survivors who reported an incident over the past 3 months were under the age of 18?
# of children: Time to find response:

5. Of those survivors from Question #4, how many were girls and how many were boys?
# of girls: # of boys: Time to find response:

6. How many reported incidents took place in the morning over past six months?
# of morning incidents: Time to find response:

7. How many reported incidents over the past six months were committed by an intimate partner?
# of incidents: Time to find response:

Total time for activity:

For each
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2.4) Assess the accessibility of data with your current IMS.

After answering all the questions in exercise 2.3, assess how easy or difficult it was to find the answers with your
current IMS. How long did the activity take you? Were there some questions that you could not answer?

Now, have 2-4 colleagues also familiar with your organization’s IMS do the same activity. Have them record their
responses and the time to find the responses individually and on separate sheets of paper. Once they have finished,
compare all responses (including your own) and answer the following questions.

1. Are all responses the same and are all responses accurate? Which responses vary and why?

2. Compare the time it took each of you to find the answers. Do you all feel information well organized and easy to
locate? What could be done to the efficiency of your IMS?
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2.5) Review your answers to exercise 2.1-2.4 and respond again to the following question:

1. Do you think reassessing or modifying your organization’s existing IMS would be a good idea? Why or why not?

Has your response changed after doing these exercises? Did the exercises help you to identify area of your current

IMS that could be improved?

Recognizing what you need from your information management and the limitations you face with your existing
system in meeting these needs is the first step towards improving it. You should keep these in mind as you learn
more about the GBVIMS tools and consider if these will meet any of the needs of your current system.
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Chapter 3: The Gender-Based Violence Classification Tool

3.1) Service providers use a variety of terms to classify GBV incidents; the classification tool seeks to standardize
these terms. To do this exercise, match the terms in the left-hand column with their corresponding core
type(s) of GBV by putting an ‘X’ in the appropriate box. Some terms may be matched with more than one
core type of GBV (e.g. Domestic violence may be sexual or physical assault depending on the specific type of
violence committed by the domestic partner). Check your answers on page 55 of the answer key.

Classification Tool’s core types of GBV

. Denial of Psychological/
Type of GBV Rape Sexual | Physical | Forced Resources Emotional Non-
Assault | Assault | Marriage | services and Abuse GBV
opportunities
Domestic Violence X X

Attempted Rape

Sexual Exploitation
Assault

Forced Unprotected Sex

Defilement

Attempted Defilement
Rape of a Minor
Incest

Sodomy

Marital Rape
Sexual Harassment
Forced Prostitution
Early Marriage
Abduction

FGM

Deprivation
Property Grabbing
Trafficking

Gang Rape

Ritual Cleansing
Denial of Education

Sexualized Behavior

Teenage Consensual Sex
Indecent Assault

Denial of Health Services
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3.2)

In the table below, write the categories of GBV your organization is currently using to classify reported
incidents. Then, match your current categories with their corresponding GBVIMS core type(s) of GBV. This
activity will help you to see how you and your organization can change your current terminology to match
that of the classification tool.

Classification Tool’s core types of GBV

Denial of Non-
Sexual | Physical Forced Resources Psychological/ GBV
i R Rape Assault | Assault | Marriage services and Emotional Abuse
opportunities
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3.3) Use the classification tool (located in Annex B) to classify the following incidents as one of the six core types
of GBV (From Chapter 3 You Try! #3, page 3.11). Check your answers on page 56 of the answer key.

1. A woman reports being beaten by her husband for not cleaning the house properly.

2. Agirl reports not being allowed to attend school unless she has sex with her teacher.

3. A boy reports that his uncle has been touching his genitals.

4. A woman reports that her boss is threatening to fire her if she does not have sex with him.

5. A woman reports being raped by a group of men when she was walking home from her sister’s house.
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3.4) Based on the definitions presented in Chapter 3, explain the difference, if any, between the following terms.
Check your answers on page 57 of the answer key.

1. Sexual assault and physical assault?

2. Attempted rape and sexual assault?

3. Rape and gang rape?

4. Rape of a spouse and rape of a stranger?

5. Rape of an adult and rape of a minor?

6. Rape and forced unprotected sex?
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7. Child sexual abuse and sexual assault?

8. Forced marriage and early marriage?

9. Intimate partner violence and sexual exploitation?

10. Intimate partner violence and physical assault?
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3.5) More classification practice: use the classification tool (located in Annex B) to classify the following incidents

as one of the six core types of GBV. Check your answers on pages 58 of the answer key.

1.

10.

11.

12.

A young girl reports that her breasts were inappropriately touched by her neighbor.

An old woman reports being beaten in her home by her husband.

A girl reports that the night before she was supposed to marry against her will, she ran away.

A girl reports that her teacher promised to give her a passing grade if she will have intercourse with him.

A girl reports that her teacher did not give her a passing grade because she refused to have intercourse with
him.

A woman reports that she came home from work and her boyfriend took the money she had earned.

A girl is forced by her mother to have sex with peacekeepers to earn money for her family.

A man brings his 16 year old daughter to you and forces her to report that she has been having consensual
sex with her 17 year old boyfriend.

A man brings his 16 year old daughter to you and forces her to report that she has been having consensual
sex with her 40 year old boyfriend.

Several young men report that a community-based NGO worker inappropriately touched their genitals when
they sought his assistance.

A woman reports that her husband forced her to have sexual intercourse with him in exchange for money to
feed the family’s children.

A 19 year old woman reports that she was living with and supported by her parents when she was
impregnated by her 20 year old boyfriend. He now denies the unborn child is his.

12 THE GBVIMS USER GUIDE WORKBOOK



13. A 19 year old woman reports that she was living with and supported by her 20 year old boyfriend when she
was impregnated by him. He now denies the unborn child is his, has kicked her out of the house and has
stopped supporting her.
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3.6) Using the incidents from Activity 3.5 above, have 2-4 colleagues individually classify them using your current
classification system and terminology. Once they have finished, compare their responses and answer the

following question:

1. Are all responses the same? Which responses vary from one another and why?

Now briefly introduce the classification tool to the same colleagues. Show them the six core types of GBV and seven
questions to ask when classifying incidents of GBV. Have them individually classify the examples again (this time
using the classification tool). Once they have finished, compare their responses and ask the same question from

above:

2. Are all responses the same? Which responses vary from one another and why?

The classification tool is intended to limit the subjectivity of the individual classifying the incident so that all reported

incidents will be classified the same independent of who is classifying them.
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Chapter 4: The Intake and Consent Forms

4.1) Think about your organization’s current intake form and answer following questions:

1. When collecting data from survivors, do you write individuals’ names or do you use codes?

2. If you use codes, what data points do you use them for?

3. Doyou use incident IDs? Is each reported incident assigned a unique ID that is never reused?

4. Do use survivor codes? Are survivors assigned a specific code that could be reused if they return?

5. Do you use caseworker codes? Does each caseworker have a code to use when filling in intake forms?

6. Are all IDs and codes non-identifiable? Could someone outside the organization identify the survivor, your
organization or the caseworker by looking at your coding system?

7. How does your organization currently report cases? Do you report by incidents or survivors? It is the later, you
will most likely want to use survivor codes in addition to Incident IDs.
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Before doing the rest of the activities for this chapter, you should print four copies of the ‘Practice Intake Form.’
You can find this document in Annex D of the user guide; by clicking on the ‘User Guide Practice Tools’ button under
the Tools & Resources section of the User Guide CD-ROM; or by downloading it from the GBVIMS website at:
http://gbvims.org/learn-more/gbvims-tools/user-guide/

Activities 4.2—4.7 correspond with the Chapter 4 You Try! # 2 - 7 respectively. Read the scenario presented
below and then use it to complete these activities. Remember to check your answers on pages 60-66 in the
answer key.

Scenario:

You are a caseworker for a ‘Give a Hand International,” an NGO providing psychosocial services to GBV survivors in
Uganda. On 17 March 2010, a woman from the Democratic Republic of the Congo (DRC) living in Block 1 of a
refugee camp located in area of Punda and sub-area of Mukata* comes to you and reports that her husband came
home drunk one night recently and forced her to have sex with him even though she did not want to. She says the
incident happened about a month ago, but she does not remember which day exactly, and that this is the first time
something like this has happened. She reported the incident first to a community-based, health clinic called Women
United who referred her to you (Women United does not currently use the GBVIMS).

She reports that she was born on 24 June 1980, is Catholic and stays at home to take care of her five year old girl
and three year old boy. She does not report having any disabilities. Her husband, who is also from the DRC and
about the same age as her, runs a food store in the camp. After you provide her with psychosocial support, you
offer to refer her to additional services. She is not sure if she wants to pursue legal action and she refuses legal and
livelihood services. She does, however, allow you to refer her to a safe house called Caring Shelter for an
appointment that evening at 6:00 pm and to see the police at the Punda Police Station the following day at
10:00am. She also agrees to come back to ‘Give a Hand International’ for continued counseling and emotional
support. You explain the possible consequences of rape to her. She is calm both before and after the interview and
talks in a quiet voice throughout.

*Besides the countries, all other names and places used in this scenario have been made up.
4.2) Refer to your printed copy of the ‘Practice Intake Form’ and read the instructions carefully. Once you have
finished, use the scenario provided above to fill in the first section of the form ‘Administrative Information.’

Note: For these exercises only, your caseworker code will be T1, the incident ID will be T1-0, and the survivor code
will be W1-000. These are arbitrary codes selected randomly only for the purposes of these exercises. Your
organization should train you on how to fill in the incident ID, survivor code and caseworker code fields.

4.3) Fill in the ‘Survivor Information’ section of the Practice Intake Form.

4.4) Fill in the ‘Details of the Incident’ section of the Practice Intake Form.

4.5) Fill in the ‘Alleged Perpetrator Information’ section of the Practice Intake Form.
4.6) Fill in the ‘Planned Action/Action Taken’ section of the Practice Intake Form.

4.7) Fill in the ‘Assessment Point’ section of the Practice Intake Form.
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4.8) In the space provided, indicate the displacement status for these cases (see Chapter 4 page 4.14 for help).

Check your answers on page 67 of the answer key.

1.

You are a service provider based in Sierra Leone. A woman from Liberia comes to you to report a GBV incident
that occurred while she was fleeing her home in Liberia two years ago. She was forced to flee Liberia because of
her ethnicity and has not been able to return. She is currently seeking international protection from the
government of Sierra Leone but her claim has not yet been decided on.

The woman from #1 comes back one month later to report a new GBV incident that occurred the morning of her
report. She informs you that since her last report the government of Sierra Leone has accepted her claim
requesting protection.

A boy is forced to flee his home and moves to his sister’s house in the capital to escape rebel fighting in and
around his village. While still living at his sister’s house, he comes to you to report an incident of GBV that was
perpetrated against him by several rebel soldiers three weeks before he left his village for his sister’s.

The boy from #3 returns home. While home he goes to a nearby GBV service provider to report another
incident of GBV.

While in a neighboring country, a woman has her nationality revoked by her country of origin. She then comes
to you to report an incident of GBV.

A girl moves to a neighboring country but does not have the right to reside there permanently. To escape the
on-going conflict in their country, her parents sent her to family friends in a neighboring country to work in their
house in exchange for school fees, and lodging. While there she comes to you to report that she was raped by
the head of this house 2 days earlier.

A woman, who has never been displaced, is living in her country of origin when she comes to report an incident
of GBV that her supervisor perpetrated against her earlier this week.
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4.9) In the space provided, indicate the stage of displacement at the time of the incident for these cases (see
Chapter 4 page 4.17-4.19 for help). Check your answers on page 68 of the answer key.

1.

You are a service provider based in Sierra Leone. A woman from Liberia comes to you to report a GBV incident
that occurred while she was fleeing her home in Liberia two years ago. She was forced to flee Liberia because of
her ethnicity and has not been able to return. She is currently seeking international protection from the
government of Sierra Leone but her claim has not yet been decided on.

The woman from #1 comes back one month later to report a new GBV incident that occurred the morning of her
report. She informs you that since her last report the government of Sierra Leone has accepted her claim
requesting protection.

A boy is forced to flee his home and moves to his sister’s house in the capital to escape rebel fighting in and
around his village. While still living at his sister’s house, he comes to you to report an incident of GBV that was
perpetrated against him by several rebel soldiers three weeks before he left his village for his sister’s.

A girl moves to a neighboring country but does not have the right to reside there permanently. To escape the
on-going conflict in their country, her parents sent her to family friends in a neighboring country to work in their
house in exchange for school fees, and lodging. While there she comes to you to report that she was raped by
the head of this house 2 days earlier.

A woman, who has never been displaced, is living in her country of origin when she comes to report an incident
of GBV that her supervisor perpetrated against her earlier this week.
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4.10) For this activity, read the following scenario and answer the questions. Check your answers on page 69 of
the answer key.:

A woman who has been living with her boyfriend reports to the police that she was physically assaulted by him. She
has a job and earns good wages, but does not have a safe place to stay that evening. The police refer her to your
NGO (which provides psychosocial services to GBV survivors). She would like legal services, but unfortunately there
are no legal service providers in your area. You offered to refer the survivor to a medical clinic, but she refused. She
accepts your referral to a safe house/shelter. Answer the questions yourself and then look at the responses
provided.

1. Was the client referred to a safe house/safe shelter?

2. Was the client referred to health/medical services?

3. Was the referred to psychosocial services?

4. Was the client referred to legal assistance services?

5. Was the client referred to the police?

6. Was the client referred to a livelihood program?
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Activities 4.11—4.13

For the following three activities you will be provided three fictional scenarios. Each activity will have
you fill in a Practice Intake Form for its corresponding scenario. If you have not done so already, print
three copies of the Practice Intake Form. At the end of each activity you can check your answers against
the completed intake forms found in the answer key on pages 70, 76, and 82, respectively. Read the scenarios
below carefully then fill out a new Practice Intake Form for each of them. These scenarios and forms will be used
again for activities in Chapters 5 and 6, so hold onto them!
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The scenarios below are written as if you are a caseworker working for ‘Give a Hand International,” an NGO
providing psychosocial services to GBV survivors in Uganda (where all scenario incidents take place). For these
exercises only your caseworker code will be T1 for all three scenarios; the incident IDs will be T1-1, T1-2, T1-3,
respectively; and the survivor codes will be W1-001, W1-002, W1-003, respectively. These are arbitrary codes
selected randomly only for the purposes of these exercises. Your organization should train you on how to fill in the
incident ID, survivor code and caseworker code fields.

4.11) A Somali refugee woman was beaten in her home by her husband. The incident took place in Banau District,
Urati sub-county, Block 2, on the evening of March 5" 2009, but the woman does not report to you until after she
has been to the Banau Health Clinic (which also uses the GBVIMS) for treatment, on March 9™ 2009. The woman
doesn’t know her exact age, but thinks she and her husband are around 60 years old. They have a 17 year old
daughter still living at home. She stays at home during the day and her husband is a religious leader in the refugee
camp. She doesn’t report any previous GBV incidents. She came to your organization seeking psychosocial support
(which you give to her), does not want to pursue legal action and declines all other services. When she first arrived
to report the incident she was very upset and crying and when she left she was calmer but still upset. She is
currently staying at her sister’s house and assures you that she is safe.

4.12) On the 11™ of March 2009, a Burundian girl, born on the 7" of February, 1995, reported to you that while
visiting her uncle at his house he inappropriately touched her breasts inside his house in Kaseeto District, Kakuto
sub-county, Jinga town. It happened in May 2008 (day unknown), in the morning. The girl is physically disabled and
was left at her uncle’s home while her mother and father went to the market. She reports that this is not the first
time that this has occurred, but that you are the first person she has told about this. Her father is a farmer and her
uncle, who is about 35 years old, is a trader in the local market. She informs you she is Muslim. Throughout the
entire interview she was very quiet and calm. She wants to take legal action and asks you how she can get help and
access legal advice; you provide her with psychosocial support and refer her to legal assistance services. The
appointment is the next day at 11:00am with the ‘Legal Aid’ an NGO based in Jinga offering legal assistance services
to GBV survivors. She does not want any other services you offer, although she agrees to come back for continued
emotional and psychosocial support.

4.13) A 17 year old Ugandan boy is forced to leave his home due to conflict and flee to a camp two districts north in
Mbumi District, Utiro sub-county, Block A. He says he was born on the 19" of May, 1992. He reports to you that
while fleeing from his home, in the afternoon, he found a NGO giving out food, medicine and other provisions.
While at the NGO on 18 March, 2009, he was sodomized by a humanitarian worker and two of the man’s colleagues
in exchange for the provisions. The men were approximately 30 years old and all Ugandan. The boy, who is an
Unaccompanied Minor, reports to you the next day. He says he has been to the Mbumi Police, but that they did not
want to assist him. The boy needs urgent medical attention, so you refer him to a hospital. He has an appointment
that afternoon at 4:00 pm at the Utiro Health Clinic. You would refer him to a safe house or shelter, but there are
none in your area. Instead you refer him to a legal aid clinic. He is unsure if he wants to pursue legal action. He
declines all other services. At the beginning and end of the interview he was very upset and in some pain.
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Chapter 5: The Incident Recorder and Data Entry

Activities 5.1—5.15 correspond to Chapter 5’s You Try! activities #1-15 respectively; activities 5.16—5.19 are for
your additional practice with the IR. Activities 5.1—5.6 all use Practice Incident Recorder_v1l and help you
practice how to set up an IR before entering data. Activities 5.7—5.19 all use Practice Incident Recorder_v2 and
help you practice how to enter, save and filter data in the IR. All versions of the Practice Incident Recorder can be
found by clicking on the ‘User Guide Practice Tools’ button under the Tools & Resources section of the User Guide
CD-ROM; or by downloading them from the GBVIMS website at: http://gbvims.org/learn-more/gbvims-

tools/user-guide/.
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5.1) Practice enabling Macros: (Note: this activity presents instructions first for Excel 2007 and then for Excel
2003. If you are using Excel 2003, please see page 25 for the appropriate instructions.

A
L/I Home [ Insert Page Layout Formulas Data Review View

[ %, cut Calibri -0 -|[A A= = =] }
= {2 Copy -
Paste T ALl | = = =||(3E sE
1. Open the Excel document < ter JE===T SU\|‘ |
. . lipboard = Font ) Alignm
“Practice Incident i
Q Security Warning Some active content has been disabled. Options...

o~ £l

Recorder_v1” (located by N As
clicking on the ‘User Guide =

Practice Tools’ button under 1

the Tools & Resources section 2 -

of the User Guide CD-ROM) e
and locate the Security e

- written on the corres, n ntake form. re N, U enter » survivor ¢ @ that has
Warnlng Iabel at the top Of : losh n:::::a'.l " and y'm : V:.. entered, ibo:h ::c.:wl:bc

will automatically appearinred ifentered |highlighted green. Hide or leave this column
the WO rksheet. C"Ck on more than once in the Incident Recorder. blank if you do not assign survivors codes.
Options.

Opti
pti
8 Microsoft Office Security Options @u

@ Security Alert - Macros & ActiveX

Macros & ActiveX
Macros and one or more ActiveX controls have been disabled. This active content might
contain viruses or other security hazards. Do not enable this content unless you trust
the source of this file.

| SUrvive

:lsdc:; Warning: It is not possible to determine that this content came from a
. . rustworthy hould leave thi disabled unless the
2. You will see a Security Alert == Content provides critical functionality and you trust ite source.
. . rwor ool More information
d 1a Iogu € box . C I | ck on E na ble both cof File Path:  C:\...top'\Documents\IRCYThe Guide'The Tools\Inddent Recorder__v54.xdsm
. . rleave t
thls content a nd the n CI ICk OK' srvivarsy | ) Help protect me from unknown content (recommended)

You have now enabled @
macros.

Open the Trust Center [

If the Security Warning label does not automatically appear at the top of the worksheet, then:
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Practice Incident Recorder_1.xism -

5 P =
T Recent Documents
] e >
1 Practice Incident Recorder__1.xIsm =
~ ! e
Open 2 Incident Recorder__v54.xism = ||| == =#
3 Incident Recorder__v51.xism = Alig
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e ——
(3 ot options [DX et exce
Excel Options
Popular =
@ Help keep your documents safe and your computer secure and healthy.
Formulas
Proofing Protecting your privacy
Save Microsoft cares about your privacy. For more information about how Microsoft Office Excel
helps to protect your privacy, please see the privacy statements.
Advanced
Show the Microsoft Office Excel privacy statement
Customize Microsoft Office Online priv; men

Customer Program

4. Click Trust Center on left side

) ) ((Frema Dy smone
of the d|a |Ogue box' then CI|Ck n Learn more about protecting your privacy and security from Microsoft Office Online.

Microsoft Win: rity Center

Trust center Settings Microsoft Trustworthy Computing

Microsoft Office Excel Trust Center

The Trust Center contains security and privacy settings. These
settings help keep your computer secure. We recommend tha
you do not change these settings.

5. Click Macro Settings on the
left and then click Disable all
macros with notification.
Click OK to finish. This will
cause the Security Warning
label from step #1 above to
appear the next time you open
the document. Now, enable
Macros by closing and
reopening the document.
Follow step #1 and #2 from
above.

Note: Although you only need to change the macro settings (steps 3-5) the first time you use the IR, you will have to
“enable macros” (steps 1-2) each time you use the IR.
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If you are using Excel 2003, you will need to enable Macros a little differently. When you open the ‘Practice
Incident Recorder_v1,” a dialogue box should appear asking if you want to enable macros.

1. You should click Enable Macros to open the workbook and allow the macros to run in the workbook.

Security Warning FE_I

Macros may conkain vinuses. IE is usually safe to disable macros, but if the
maCros are begitimate, you might kose some functionality.

/\
q Enable Macros More Info

If this dialogue box does not appear,

2. Click the Tools menu, choose ‘Macros,’ and then ‘Security.’

3. A ‘Security’ dialogue box should appear; select ‘Medium. You can choose whether or not to run potentially
unsafe macros.” Click OK.

| Security Level | | Trusted Publshers

() Wery High. Only macros installed in trusted locations wil be allowed
by s, All okher Shgreed and ursigned macros sre desbbed.

(ﬁ"tbw f.h'l:«rmdrruc-rni Fﬂ:m trusttdm:uswlhcalmvﬂltn

L e

(3 Loww (et recoms
uralE Raeros. Lueuwmw nrl;n‘ ymhaue WirUES SCAnNInG
sofbware installed, or you have checked the safety of ol doouments
YOLI O,

4. Save the document, and then close the workbook and reopen it.
5. A ‘Security Warning’ dialogue box should appear. Select ‘Always trust macros from this publisher’ and click
‘Enable Macros.” Macros is now enabled.
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“CriEvent 1| Templates\AF Yendor Inguiry wath Drill Dosn, k"

conbang mascros by
Event 1 Sotmare st . |

Macros may contain viruses, Tt is ususlly safe bo disables macros, but F the
macros are leghimate, you might lose some functionality.

Note: Although you only need to change the macro settings (steps 2-4) the first time you use the IR, you will have to
“enable macros” (step 1) each time you use the IR.
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5.2) Practice password protecting the IR: (Note: These instructions are for Excel 2007. If you are using Excel
2003, please skip to the explanation on the following page for the appropriate instructions for 2003.)

Open the Excel document “Practice Incident Recorder_v1”

1. Click on the Office Button ~~ and U7 new
select “Save As.” =~
L7 Qpen
H Save
# | R Save As  »
JQJ Print >
Folders A | [@ Local Settings
FFhaao -
File name:
Save as type: [Ex:el Workbook (*.xlsx)
2. CIICk on ”TOOIS" (dependlng on your Authors: USER Tags: Add a tag
version of Excel this will either be in I
|} Save Thumbnai
the lower right or lower left hand
corner of the dialogue box) and = fdefoldes (oot <) [_save ] [ Cocel ]
“ . » Map Network Drive...
select “General Options. S —
General Options...
Compress Pictures...
3. In the “Password to open” box, type
a password. (Remember: The
password is case sensitive, meaning
the computer will differentiate General Options LD S
between uppercase and lowercase [ Always aeate badap
letters - so make sure your caps lock File sharing
is not accidently on.) Password to open:
Write the password for Practice E ssesond X0 snockly:
IR v1 "] Read-only recommended
he_re' ( oK | [ canca |
Then Click “OK.” A new dialogue
box will appear.
4. The box asks you to “Reenter
password to proceed.” Type the
password again, and click “OK.”

-~

Close the document and open it.
Make sure that you are prompted
for a password to open the
document.
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Note: If you are using Excel 2003, you will need to follow different steps to set a password. When you open the
‘Practice Incident Recorder_v1,” you should:

1. Onthe Tools menu, click Options, and then click the Security tab.
2. Type a password in the Password to open box, and then click OK.
3. When prompted, retype your password to confirm it, and click OK.
4. Click Save.

5. If prompted, click Yes to replace the existing workbook.
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5.3) Using Practice Incident Recorder_v1, practice customizing the caseworker code dropdown menu

rsttime Unigue code for the person who filled out the intake The

st the | form for the reported incident. A codename is used =u
1_ open the Excel document ily instead of a real name to protect the identity of the int
“ . . ” wor reporting agency and its staff members. Codes should int:
Pract|ce Inc|dent Recorder_vl_ ¥ not be easily related to the individual or agency's true  fille
. 1== name. Toadd an ethnicity to the dropdown menu, H
On the Incident Data worksheet = click on the Vi2nu D213 tab below. Hide or leave

- this column blank if you do not assign assign caseworker
1

codes to staff.

click on the dropdown menu for
‘Caseworker Code.” Notice the
three options: B5, G3, P7.

p

2. Click on the Menu Data
worksheet tab and then click on
the first empty cell in the
Caseworker Code table (A8) and
type ‘T1’ and press ‘Enter.” Next,
click on the ‘Update Menus in
Incident Data Worksheet’ button.

codes to staff.
3. On the Incident Data worksheet, = -
verify that T1 has been added to o2
the dropdown menu. P7

If you were unable to modify the dropdown menu, see the Key Point text box on page 5.19 of the user guide for
further guidance.
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5.4) Practice customizing the Country of origin dropdown menu:

1. In the “Practice Incident
Recorder_v1.” file locate the
Country of origin field (column
) on the Incident Data
worksheet; you may have to
use the arrow key at the
bottom right of the workbook.
Click on the dropdown menu
arrow. No countries should be
listed yet, it should only say
Victim CoR.

2. Now click on the third
worksheet tab called ‘Country
of origin Menu’ located on the
bottom left of the screen.

3. This is the table that
determines which countries are
included on the dropdown list.
Find Burundi by scrolling down
the list, click on the cell to the
right (Column C), then click on
the dropdown menu arrow that
appears and choose ‘Yes'. Do
the same for the DRC, Rwanda,
Somalia and Uganda.

4, Once finished, click on the
‘Update menu in Incident Data
worksheet’ button at the top of
the worksheet.

5. You have now customized the
Country of origin dropdown

menu. Verify your work by ICITY* COUNTRY OF ORIGIN
going back to the Country of
origin field on the Incident Data | Burundi =
worksheet, click on a cell in that
column and look at the Dem. Rep. of the Congo

. Rwanda
countries on the menu. Samalia

Uganda

(Note: If you were unable to modify the dropdown menu, see the Key Point text box on page 5.19 for further
guidance)
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5.5) Using Practice Incident Recorder_v1, practice hiding and unhiding the ‘Ethnicity’ field on the practice IR:

y to the dro n Menu Data tab below
[ G H ) 1
e ———— Cut

1.

On the “Practice Incident
Recorder_v1” locate the Ethnicity field
(column H) by scrolling to the right.
Right click on the letter H at the top of
the column. Then Left click on ‘Hide.’
The column should now be hidden.

2. To unhide the Ethnicity field,
simply highlight both columns G
and | by clicking on the letter G in
column G and, while still holding
down, dragging your cursor to
column I. Once the columns are
highlighted, right click on either
letter at the top of the column and
select ‘Unhide.’

SURVIV(

Indicate if the
SUrvivor s
Male (M)or

® Female (F).

-

n-

Indicate the clanor
ethnicity of the survivor.
To add an ethnicity to the
dropdown menu, clickon
the tab
below. Hide or leave this
column blank if you do no|
collect this information.

42 Copy
@ Paste

Paste Special...

Clear Contents

olumn 1

Hide
SEX ETHNICITY
g
C 6 [ J
e |
SURVIVOR ||\1 2 oy
(4 Paste
Indicate ifthe | Country of origin of th¢ fil /m
survivor is add a country to the dr Paste Special..
JMate (M)or menu, clickon the CO
‘JFemale (F). -
® Origin Menutabb
Clear Contents
Column Width...
SEx OFC  Unhide Dﬂ
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5.6) Practice saving the practice IR with a new file name:

1. On the Excel document “Practice Incident
Recorder_v1” click on the Office Button

=
"% (for Excel 2003 click on the File menu
on the toolbar) and then click “Save As.”

2. In the dialogue box select where you
would like to save the workbook and type
the new file name with today’s date
“Practice Incident Recorder_v1_date.”

For example, if today’s date was 14 July
2010:

“Practice Incident
Recorder_v1_ 14 July_2010"

3. Click Save.

G b
e Save a copy of the document
() » P E
~ 51| save the file as an Excel Workbook. |
7 Qpen
(=% Bxcel Macro-Enabled Workbook I
= s 51 save the worknook in the XnLbased and
= macro-enabled file format. —
E
= Y Excel Binary Workbook
optimized for fast loading and saving.
L:;D print » | [y Excel 87-2003 Workbook
1| save a copy of the workbook that is fully bes
compatible with Excel 97-2003. L.
2] erpare > | @ openpocument spreadshest bod
£ | Save the workbook in the Open Document e
= Format. e
_a send > .
PDF or XPS =50
—=} Publish a copy of the workbook as a PDF or -
XPS file. ko
% »
Publish b
] Other Formats
“ Open the Save As dialog box to select from
Close all possible file types. for
[:) Excel Options | X Exit Excel |
— I : —
7 1
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You may now close Practice Incident Recorder_v1 and open Practice Incident Recorder_v2 located by clicking on
the ‘User Guide Practice Tools’ button under the Tools & Resources section of the User Guide CD-ROM; or by
downloading it from the GBVIMS website at: http://gbvims.org/learn-more/gbvims-tools/user-guide/. The rest
of the activities for Chapter 5, 5.7—5.19, all use Practice Incident Recorder_v2.

5.7) Locate the six sections of the Incident Data worksheet (rows 1 and 2):

1. In the top-left corner of the worksheet, locate the pink colored section called ‘Administrative Information.” This
is the first section of the worksheet. You should also be able to see the beginning of the next section ‘Survivor

Information’ in green.

E INFORMATION

@
‘
»
]
@
¥

L e |

Eac® rew mOdent reporied o de
cote caled an incidece.
-

erteres 253
Exampie: June 25, 20100

s cohamen Blank # you 60 ACE RGN MEER Caseworker SU10 & entered 15-

coses 0 Tat 220108

Cickon he 20 beicw. Hde o eave

NOTENT O SUR/TIOR CODE CASEWOSXER CODE DATECF IWTERVIEW  DATE OF mODENT SATE OF BT = o

2. Now locate the remaining sections by clicking on the ‘Administrative Information’ cell and then using the arrows

on your keyboard to scroll to the right.

Notice as you scroll to the right that the first column (column A), which contains the Incident ID, is ‘frozen’ or locked
in place. This makes inputting and reviewing data much easier as you will always have a reference point. If you
scroll down on the worksheet you will notice that the top rows (1-4) are also frozen in place for the same reasons.
Rows 1 and 2 contain the titles of each of the sections of the worksheet. Row 3 contains an explanation of each
column and guidance on how to enter the data for that column. Row 4 provides the column titles which correspond

with the intake form fields.
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For activities 5.8—5.12 (excluding 5.9b) you will be entering data into the IR. Refer to your completed ‘Practice
Intake Form’ from Chapter 4 activities 4.2—4.7 on page 16. Open ‘Practice Incident Recorder_v2.” You should see
that 12 incidents have already been recorded on this IR. Remember to ‘Enable Macros’ before you begin to enter
data. You are now ready to enter data into the IR! If you have any problems or get stuck during one of these
activities, refer to page 5.58 in chapter 5 which lists some help options you could use. You can also open ‘Practice
Incident Recorder_v3’ to check your answers with the data entered in row 17 (rows 18-20 are the answers for
activities 5.17-5.19 in the workbook).

5.8) Practice inputting data into the Administrative Information section of the IR (columns A-E):

Click on the first empty cell in the ‘Incident ID’ column (A17) and type the corresponding incident ID from the intake
form in front of you. Fill in the rest of the data from the Administrative Information section of the intake form
(columns A-E).

5.9a) Practice inputting data into the Survivor Information section of the IR (Columns F-M ):
Click on the first empty cell under ‘Date of Birth’ (F17) and fill in the Survivor Information section with the
corresponding information from the Practice Intake Form.

5.9b) Practice using the Birthday Calculator.

For activity 5.9a you should have entered ‘24-Jun-1980’ into cell F17. The woman reporting this incident from
Chapter 4 knew her date of birth and so we can enter it without any problem. What if, however, the survivor
reported their approximate age rather than a date of birth? The Birthday Calculator in the IR can help you calculate
the year of birth. Consider the following situation and use the Birthday Calculator to determine the date of birth
that should be entered into the IR (Note: This activity is only intended to help you practice calculating the date of
birth; do not enter this into the IR!).

While inputting data into the IR from an intake form (for an incident reported on 25 March 2010), you notice that
the caseworker has written the survivor’s age (37) rather than the date of birth. To help you calculate the year of
birth, practice using the Birthday Calculator:

1. Open the Birthday Calculator worksheet by clicking on the Birthday Calculator tab and find the year the incident
was reported (2010) in column A (A8).

2. Click on the purple box for ‘Age’ next to 2010 and type the survivor’s age given on the intake form (37).
Click on the green box to the right.

4. The year that appears in the green box is the survivor’s year of birth. (Remember to substitute all unknown
information with a “1.” Since the day and month are not given, you should record the date as 1-Jan-1973).
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Enteryear Enterage This is the survivor's
incident was attime of year of birth
reported report
.
{ How To Use Birthday
s Year Reported Year of Birth Calculator
201 2 1. Look at Column A and find the year that the incident was reported
. 20 1 2 (the years are written in the BLUE BOX ).
2. Move the mouse over the PURPLE BOX next to the correct year and click
+ Year Reported Age Year of Birth onit.
3. Type the age of the survivor at the time of the interview in the PURPLE
¢ | 201 1 | L I 2011 | BOX and click the mouse on the GREEN BOX to the right.

\ 4. The year that appears in the GREEN BOX is the survivor's year of birth.
7 Year Reported Age Year of Birth N

5. )50 back to the INCIDENT DATA page by clicking on the Incident Data tab

2010 | [ 37 | | mozz | Do

6. Enter the survivor's birthday as 1/1/Year (The year is what you just got

s Year Reported ‘ear of Birth from the birthday calculator).
2009 | | | | Z009 |

RIRIDICHC T irciens Date - e S _4. Buthday Cakulator 5. Data Transfer Record M

_Resy T3

5.10) Practice inputting data into the Details of the Incident section of the IR (Columns N - Y):
Click on the first empty cell under ‘Stage of Displacement at Incident’ (N17) and fill in the Details of the Incident
section with the corresponding information from the Practice Intake Form.

5.11) Practice inputting data into the Alleged Perpetrator Information section of the IR (Columns Z-AE):

Click on the first empty cell under ‘Number of Alleged Primary Perpetrators’ (Z17) and fill in the Alleged Perpetrator
section with the corresponding information from the Practice Intake Form.

5.12) Practice inputting data into the Referral Pathway Information section of the IR (Columns AF — AM):

Click on the first empty cell under ‘Referred to you from?’ (AF17) and fill in the Referral Pathway section with the
corresponding information from the Practice Intake Form. When you reach column AM, stop entering data. Click
Save on the tool bar. Congratulations, you have just finished entering your first incident into the Incident Recorder!
(Note: the thick red border after AM is to remind you that this is where data entry ends and the data automatically
calculated by the Incident Recorder begins.)
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5.13) The first of the Calculated Columns, ‘Reporting Agency Code’ (column AN), requires you to enter
information into the Data Transfer Record worksheet. Using ‘LLB’ as your agency’s code, practice inputting a
reporting agency code.

1. Onthe “Practice Incident Recorder_v2” click on the “Data Transfer Record” tab.
Click on the cell for Reporting Agency Code (D4).
3. Type your agency’s code (LLB).

) v fus

1
2 METADATA FORGBV DATA
g

Repotting Agency Code: LB * Cotenames e useinseadfeslnamesto pratectthe reparting agency and ts stalf et
4 Codenamés shouke NOT be related bo the ageney’s rae name-and should be spelled exsctly the same ewny time.
c.
] |E!ographil: Frea[s) Data Covers: I [ [ | ] |
7

4. Return to the Incident Data worksheet and scroll to the right to verify that LLB has been entered into cells for
Reporting Agency Code in the Calculated Columns section.

A
>d Codenames are usad instead of AUTOMm
realnamesto protect the calcula
gto |reporting agency and its staff birthd

members. Codenames should NOT
be related to the agency’s true
name and should be spelled
exstly the 2ame avary tima.

REPORTING AGENCY CODE

L

KEEEEEEEREEL

Ny

36 THE GBVIMS USER GUIDE WORKBOOK



5.14) Practice applying and removing a filter.

Let’s say that you want to view data for all of the incidents in the “Practice Incident Recorder_v2” involving only
female survivors. To do this, add a filter to the Sex field (column G) on the practice IR.

l SortAtoZ o » ng -:'-o Cond

SortZto A I Forme
Mumber =
v |

;DIF(FS; ES;"y")i-1))
= -

SURVIVOR

Indicate the clanor Co
ethnicity of the survivor. | ad:
To add an ethnicity to the
dropdown menu, click on

Sort by Color

1. On “Practice Incident Recorder_v2” click on the

filter dropdown menu button for ‘Sex’ (column

G). This will bring a menu displaying all of fields

response options that are being displayed. Filter
the field according to females selecting only the . .

F. You can either do this by deselecting the M and e
(Blanks) options OR by deselecting all options by : |

clicking ‘(Select All’) and then clicking on the F.

Text Filters

v

(m] (Select All)
“IF

O

[T (Blanks)

me

Once you have selected only the F option, click ' ok | [ cancel |
‘ ’ > ETHNICITY
OK. < =) =
1951 F N—" Unknown
<1982 M Unknown

2. You have now filtered the entire IR according to
sex. You can see that only incidents with a
female survivor are being displayed. The
dropdown arrow that appeared earlier has now
changed into a filter button; this indicates that a
filter is currently being applied. To remove the
filter, simply do the opposite: click the filter
button, click ‘Select All’ and click ‘OK.’
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5.15) Practice applying and removing multiple filters

Let’s say that you want to view data for all of the incidents in the “Practice Incident Recorder_v2” involving only
survivors from Uganda who experienced sexual assault. To do this, add a two filters: one to the Country of origin
field (column 1) and another to the GBV type field (column T).

4l sortatoz Format  Cell In:
SortZto A as Table - Styles ~
Styles
Sort by Color »
1. On “Practice Incident Recorder_v2” click on the > !
. ‘ Text Filters »
filter dropdown menu button for ‘Country of Ty —————
origin’. This will bring a menu displaying all of %g:':‘gep o the Congo | E—
fields response options that are being displayed. [JRwanda
Filter the field so that only Uganda is selected. %‘
Click OK. You should notice that the number of
displayed incidents has decreased as only those
incidents for survivors from Uganda are Lo J Ca”“'/L\ eIt MARTIAL STl
presented. ' : ) _
iown Burundi Widowed
own Dem. Rep. of the Congo Married / Cohabitati
man Burundi Married / Cohabitati
4] sortAatoz ;:mat 2
2] sotZtoa - S
Sort by Color r
2. Now, add a second filter by clicking on the filter . [
dropdown button for ‘GBV type.’ Only two Text Eilters ,
options should be available: Rape and Sexual (] (Select All) The type of h
[ IRape incident is, i
Assault (this is because of the remaining records, <[ Sexual Assault I traditional p
only these two types of GBV occurred). Select onthe
‘Sexual Assault’ and click OK.
3. You have now filtered the IR according to Country
of Origin (Uganda) and GBV type (Sexual assault). [ ok ][ cancea |
. HARN
There should be only one incident displayed =
(Incident ID: P7-2). 1ol Assoult Ne
e No
e No
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5.16) Review the Calculated Columns section on the “Practice Incident Recorder_v2.” In the space provided
answer the questions for the row of data that you just entered from the intake form into the IR. Remember: only
those fields in the Calculated Columns section that apply will be filled in, so not all cells will contain text. Check
your answers on page 88 of the answer key.

1. What was the age of the survivor at the time of the incident? Was s/he an adult or child?

2. Did the survivor have a disability?

3. Is this incident a case of sexual violence?

4. Is this incident a case of intimate partner violence?

5. Is this incident a case of child sexual abuse?

6. Is this incident a case of early marriage?

7. Is this incident a case of harmful traditional practice?

8. Is this incident a case of possible sexual exploitation?

9. Is this incident a case of possible sexual slavery?

10. How many days were there between the incident and the interview?
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Activities 5.17—5.19

For the following three activities you will practice entering the data from your completed practice intake forms

for the three scenarios in activities 4.11—4.13 into the Practice Incident Recorder_v2. Before doing so, however,

make sure to use the answer key to correct all your answers on the intake forms.

5.17) Using the intake form completed for activity 4.11, enter the data into Incident Recorder_v2.

5.18) Using the intake form completed for activity 4.12, enter the data into Incident Recorder_v2.

5.19) Using the intake form completed for activity 4.13, enter the data into Incident Recorder_v2.

A17 ~ 5|

C

ADMINISTRATIVE INFORMATION

F G

-
Lal

Each new incident reported should be
assigned a unique code called an Incident
ID. It is assigned by each agency st the
time the intake form is filled out. The ID
entered here should match exactly the ID
written on the corresponding intake form.
Incident IDs should never be repeated and
will sutomatically appear in red if entered

mere than once in the Incident Recorder.

Unigue code assigned to a surviver the first time| Unique code for the person who filled out the intake | The day on which the

they report an incident. This code protectsthe
survivor's identity and should not be easily
related to the individual. The same survivor
code will be used for all future cases they
report. Ifyou enter a survivor code that has
previously been entered, both codes will be
highlighted green. Hide or leave this column
blank if you do not assign survivors codes.

form for the reported incident. A codename is used
instead of a real name to protect the identity of the
reporting agency and its staff members. Codes should filled out. Enter datesas: dd-

survivor was interviewed
and the intake form was

not be easily related to the individual or agency's true | mmm-yyyy (Bample: June

name. To add an ethnicity to the dropdown menu,

click on the

tab below. Hide or leave

25,20101is entered 25-Jun-
2010}

this column blank if you do not assign assign caseworker

The day on which the
incident took place. Enter
dates as: dd-mmm-yyyy
(Bxample: June 25, 2010is
entered 25-Jun-2010}.

Enter the survivor's date of birth. If only | Indicate ifthe
survivor is

Male (M]or
Calculator tsb below to calculate the "
Female [F).

birth year. Replace unknown day and/or
month with 1. Enter datesas: dd-mmm-
vy (Example: If a survivor reports in
2010 that she does not know her
birthday but she knows she is 29, then

age is known, click on the Birthday

codestostaff. enter the date as: 1-Jan-1981).
INCIDENT ID SURVIVOR CODE CASEWORKER CODE DATE OF INTERVIEW DATE OF INCIDENT DATE OF BIRTH SEX

4 - - - - - -

5 P7-4 K4-272 P7 9-lan-2009 5-Jan-2008 27-Apr-1570 F
[ P7-5 ¥3-629 P7 10-Jan-2009 3-Jan-2009 27-Jun-1982 F
7 B5-1 us-038 B5 1-Feb-2009 30-Jan-2008 1-lan-1951 F
8 B85-2 X4-604 BS 5-Feb-2009 5-May-2006 5-Mar-1982 M
] B5-3 H5-082 B5 7-Feb-2009 9-May-2008 3-Nov-1973 F
10 G3-1 ¥4-049 G3 15-Feb-2009 15-Feb-2003 15-Sep-1970 M
11 P7-1 Z1-009 P7 18-Feb-2009 17-Feb-2009 5-May-1390 M
12 B5-4 R8-290 BS 22-Feb-2009 1-Jan-2003 4-Jun-2000 F
13 P7-2 L3-001 P7 2-Mar-2009 2-Mar-2009 29-Aug-1991 F
14 P7-3 Z2-002 P7 4-Mar-2009 2-Mar-2009 8-Aug-1974 F
15 B85-5 56-399 BS 5-Mar-2009 1-Nov-2008 2-Oct-2001 F
16 G3-2 E3-842 G3 8-Mar-2009 7-Mar-2009 18-Jun-1980 F

AT A A iR L ~4=Birthday-Caleulator= 5. Data Transfer Record [|JMI[_i1

After you have entered data from all three practice intake forms, you can check your work by comparing the rows

you have entered with rows 18-20 in ‘Practice Incident Recorder_v3.” To open “Practice Incident Recorder_v3” click

on the ‘User Guide Practice Tools’ button under the Tools & Resources section of the User Guide CD-ROM or

download it from the GBVIMS website at http://gbvims.org/learn-more/gbvims-tools/user-guide/.

40

THE GBVIMS USER GUIDE WORKBOOK



Chapter 6: The Incident Recorder for Data Analysis

The exercises for Chapter 6 focus on allowing you to practice using the Monthly Statistics worksheet and the
worksheets of the IR containing pivot tables. In order to do these exercises, you will first need to open the ‘Practice
Incident Recorder_v3’ by clicking on the ‘User Guide Practice Tools’ button under the Tools & Resources section of
the User Guide CD-ROM or by downloading it from the GBVIMS website at http://gbvims.org/learn-more/gbvims-

tools/user-guide/.

6.1) Practice adjusting the Report Month & Year field.

When you open the Monthly Statistics worksheet the Report Month and Year should be set to January 2000. Since
the Incident Data worksheet only contains data for incident reports in 2009, no data should appear in the
worksheet. Take a moment to scroll down and look at the empty sheet. You should remember this for future
reference; if you see the Monthly Statistics worksheet look like this again, it does not necessarily mean that it is
broken. Rather, first double check and make sure that you have selected both the correct month and year.

Now, change the Report Month & Year to February 2009. Do you see how the data automatically appears in the
tables and graphs below? This is all the data inputted into the Incident Data worksheet for the incidents reported in
February 2009.

Now try changing the Month & Year field to March 2009. Do you see how the tables and graphs change?
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6.2) Practice unprotecting and protecting the Monthly Statistics Worksheet

To unprotect the worksheet: on the Review tab, click ‘Unprotect Sheet.” Once you have unprotected the worksheet
you should be able to click on and edit the tables and graphs as you wish.

Home Insert Page Larout Foimulas

ABC f 1 *| I a" - I - I
:J & _J _J <" Show All Comme: =
Fesearch Thesaurus Translate N te Previous MNed Unprotect gyect Share _
t Sheet pook ~ WCrkbook _ .«
Froofing Comments Changes
Ps5 - g dx

A 2 [= ] E F ] |-| ] i L X

MONTHLY STATISTICS REPORT
HeErl Maonth & Year

GENERAL STATISTICS
1_Mew GEV incidents Reported this Month GBV Inddents Reported by Month

IR

To protect the work after making your edits: on the Review tab, click ‘Protect Sheet.’

Hame Insert Page Layout Formulas Datal w ew Developer Acrobat

, » N -

(- 3 - & -
vidas gautan

<2 Show All Com == @ Allow Users to Edit Ranges

Spelling Research Thesaurus Translate MNew te Previous MNext Share )
Comment Workbook _.
Proofing Comments Changes
D10 - S |
A B [ :] E F =] H [ ] K L ]
'3 MONTHLY STATISTICS REPORT
3 Report Month & Year Date Submitted

March 2009

INCIDENT DATA

GENERAL STATISTICS
B o Tl W GBV Incidents Reported by Month
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6.3) Practice filtering the GBV Type by Sex & Age worksheet using the report filters:

On the ‘Practice Incident Recorder_v3,’ click on the GBV Type by Sex & Age worksheet tab. Let us say that you only
want the data for February 2009:

1' CIICk the dropdown menu for INCIDENT REPORT DATE (MONTH f YEAR) | {all) -
the INCIDENT REPORT DATE INCIDENT REPORT DATE [ ... (al)
INCIDENT REPORT DA
(MONTH/YEAR) report filter. EXCLUDE FROM STATISTICS/{ | --Feb-2009
Since there is inputted data only o Mer-2008

for two months in the Incident

GBV TYPE
Denial of Resources Opport

Data worksheet, there are only

Forced Marrig

two options to choose from: Physical Assa
Feb-2009 and Mar-2009. Click Ps"'°h°'°g'ca';ai'2°t' [7] Select Multiple Ttems
on Feb. 2009. The table should Sexual Assa [ ok ][ conce
. Grand Total
automatically change to show
you
3 Incident Type by Survivor's Sex and Age
4
g INCIDENT REPORT DATE (MONTH / YEAR) Feb-2009 -7
. ] INCIDENT REPORT DATE (QUARTER) Wy |
2. The table should automatically 7 = T
Change tO ShOW you the data g EXCLUDE FROM STATISTICS/ CONSOLIDATION? (All) v
3
pertaining only to February 2009 10 - ace Group ]
) . 11 e F e m
(See Image)' To Change it baCk; 12 GBV TYPE Age 0-11 Age over 18 Age over 18 SreE
. . 13| Denial of Resources Opportunities or Services
simply do the same thing but o i —
instead of clicking on Feb-2009, 15 Physical Assault
16 psychological / Emotional Abuse
click on (All). 17 Rape

18 Sexual Assault
19 Grand Total

3. Now practice using the remaining filters and see how each one affects the table.
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6.4) Practice filtering the GBV Type by Sex & Age worksheet using the manual filter:

On the ‘Practice Incident Recorder_v3,’ click on the GBV Type by Sex & Age worksheet tab. Let us say that you only

want the data for incidents that involved rape:

1. Click on the manual filter
dropdown menu. Deselect all
the categories except ‘Rape.’
Click OK.

2. The table should automatically
change to show you the data
pertaining only to incidents that
involved rape (see image). To
change it back, simply click on
the filter button and select all six
GBV types.

2] | sortatoz I
Note: = only the
statisi z1 Sart T to & workshee
When More Sort Options... IV USE O
= Clear Filter From "GBW TYPE™
Qurart| ronths oj
Ouart Label Filters 3
Quarty Walue Filters >
Qoo
auare] v | (Select AID N
1 — -] Denial of Resources Opportunit b to oro
If fi -] Forced Marriage B
= -1 Physical Assault
3 [ Psychological f Emotional Abuse Surviwv
4 & rape
5 ™ [ Sexual Assault A
6 L[ (blank) 7
7 [
=] ExCL « | (1} ] 3 (A
9
10
11
12
13 Denial of Resources Opportunities or Services
14 Forced Marriage
15 Physical Assault
16 Psychological / Emoticnal Abuse
17 | Rape
18 Sexual Assault
3 Incident Type by Survivor's Sex and Age
4
5 | INCIDENT REPORT DATE (MONTH / YEAR) T
6 INCIDENT REPORT DATE |QUARTER) T
7 INCIDENT REPORT DATE (YEAR) T
8 | EXCLUDE FROM STATISTICS/ CONSOLIDATION? (All) v
9
10 SEX Act Group [
11 e F e M
12 GBV TYPE Age over 18 Age 12-17
13
14 Grand Total 3 1 4
1R

3. Now practice using the other manual filters and see how each one affects the table.
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6.5) Practice filtering out ‘(blank)’ rows from pivot tables:

523 - | 13
A =
On the ‘Practice Incident Recorder_v3, 2 '”F.L?F.;“JN?E:EER?'L:ET‘&‘#EE},E“’ : = ; -
INCIDENT REPORT DATE (MOMNTH YEAR LA -
. . 4 EXCLUDE FROM STATISTICS/ CONSOLIDATION? (Al | -
click on the Referral Tracking worksheet : ADULT/CHILD AT TIME GF INGIDENT i [=
8
tab. :
1o 2]| sortAatoz 1
] Zl | sortztoa 1
1. On the Referred to you from? table i3 More Sort Options... :
. 15 = 1
click on the dropdown menu and scroll = Label Fiters - :
18 Walue Filters - 1
down until you see the ‘(blank)’ field. 2o EIothe GovernmentServes TS *
. = Police f Other Security Acmrp ;
Click the box to remove the checkmark 5 Poychomoosl [ counseing servies |
. . 32 Teacher / School Official -
and click OK. You have now filtered the 25 ], e 3
. . 28 | | Self-Referral/First Point of Contact [ —
blank row from this table. To bring the = < (R e
33— OK Cancel :A ; :
row back, simply do the opposite. 51 [ 1 o

2. Now practice filtering the ‘(blank)’ row from the remaining six pivot tables.
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6.6) Practice filtering the Trend Analysis pivot table and the Trend Analysis chart:

1.

On the ‘Practice Incident Recorder_v3,’ click on the Trend Analysis worksheet tab and review the data presented
in the table. Now click on the Trend Analysis Chart worksheet tab. The data presented here should be the same
data you saw presented in the table only in chart format.

Go back to the Trend Analysis
worksheet and filter the table to
show only data pertaining to
females. Review the newly filtered

data presented in the table.

Now click again on the Trend
Analysis Chart worksheet tab. You
will notice that chart has been
automatically changed to reflect
the filtered data!

You can
either go back to the Trend Analysis
worksheet to remove the filter, or

Now remove the filter.

you can click on the manual filter
button to the right of the SEX field
located on the field list and select
(All) and click OK.

The data on both worksheets—in
the table and on the graph—are
now unfiltered.

cis - f |
A B £
1 INCIDENT REPORT DATE [QUARTER) (Al -
2 INCIDENT REPORT DATE [YEAR) (Al v
3 ADULT/CHILD AT TIME OF INCIDENT (A1) v
4 SEX F it
5 EXCLUDE FROM STATISTICS/ CONSOLIDATION? [ o qan
6 -B
7 M
8 INCIDENT REPORT DATE (MONTH / YEAR) - (lank)
9 Feb-2009 1
10 1
11 1
12 Mar-2009 1
2
3

1- I R

[T] select Multiple Items
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6.7) Click on “6. Monthly Statistics” worksheet tab. Look at the first graph ‘New GBV Incidents reported by month.’
How many total new incidents were reported for the months of January, February and March 2009?

Now click on “10. Trend Analysis’ worksheet tab. Look at the table and write the total number of incidents reported
in January, February and March 2009.

What’s the problem?! Why does the monthly statistics table report a total of 15 incidents for these three months
while the trend analysis table reports only 11? Does this mean that one of the tables is broken?

Take a moment to see if you can figure out why two numbers are different.

(Check your answers in the answer key on page 89).

Now click on the filter button and select the ‘Rape’ option. A ‘Rape’ column should appear and the grand total of
incidents should now be 15.
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6.8) Practice constructing and modifying a pivot table.

On the ‘Practice Incident Recorder_v3,’ click on the ‘Open 1’ worksheet tab. Following the instructions above,
create the same table showing the number of reported incidents according to ‘GBV Type’ and ‘Type of Abduction.’

Your table should look exactly like the table in the image above.

Once finished, you decide that instead of having the table present the number of reported incidents according to
GBV type and type of abduction, you want the table to show the number of reported incidents according to the
survivors country of origin and sex. Rather than creating a new table, you decide to modify the table you have just

created.

1. Click the TYPE OF ABDUCTION field in the
Column Labels area and drag it to the
PivotTable Field List. Now find the SEX field
from the PivotTable Field List and drag it to
the Column Labels area (this, by the way is
also a very nice table showing the number
of reported incidents according to GBV
type and sex!).

2. Click the GBV TYPE field in the Row Labels
area and drag it to the PivotTable Field List.
Now find the COUNTRY OF ORIGIN field
and drag it to the Row Labels area. Voila,
your new table!

W4y W10, Trend Analvsis 11, Trend Analyss Chart . 12 Open 1 .~13, Ooen 14

A B c D E

Note: when creating an inter-agency report, use only the appropriate 'month/year," ‘quarter,’

PivotTable Field List

and/or ‘year'report filters on all the worksheets and pivot tables. Unused report filters must Choose filds to acd o report:
be set to "(All.” When doing your own analysis, however, you may use any of the report [ THCIDENT ID A
fikers. 7] *SURVIVOR CODE® =
“ .
Quarter 1 = January, February and March [FIoATE 0F INCoBNT
Quarter 2= Apri, Moy and June [ IDATE OF b
Quarter 3 =July, August and September R
Quarter 4 = October, November ond December
ffiltering by quarter, be sure to also filter by Year to produce a quarterly report. (O Emac
[/ COUNTRY OF ORIGIN
[FICIVIL MARTTAI STATIS. =
Drag
T E R TEEIVONTHE (1) ' ReportFiter  Column Labels
INCIDENT REPORT DATE (QUARTER) ()]~
INCIDENT REPORT DATE (YEAR) (Al > INCIDENTREPOR... ™ | | SEX M
ADULT/CHILD AT TIME OF INCIDENT (Al > INCIDENT REPOR.... ¥
EXCLUDE FROM STATISTICS/ CONSOLIDATION? | (all)[ » INCIDENT REPOR... ¥ | =
POSSIBLE SEXUAL SLAVERY (A~ ADULT/CHILD AT ... ~
EXCLUDEFROMS... ¥
POSSIBLE SEQUAL... ¥ | ~
(blank)  Grand Total JRNEEERF I Y I Values
Denial of Resources Opportunities or Services 1 1 — < I Gount cENGIRGD,
Forced Marriage 1 1
Physical Assault 2 2
Psychological / Emotional Abuse 1 1
Rape 3 1 4
Sexual Assault 3 1 4

(blank)
Grand Total

[] Defer Layout Update

Qoen 13, Open 4

=

13
14

A2 <0 x v K]
A 8 ¢ b E PivotTable Field List v x
Note: when creating an inter-ogency report, use only the appropriate ‘month/year,' ‘quarter,’ 5
andjor ‘year report filters on all the worksheets and pivot tables. Unused report filters must Choose fields to add to report: E
be set to "(All." When doing your own analysis, however, you may use any of the report 7/ NCIDENT ID e
fiers. [F]*sURVIVOR CODE® B

Quarterly reporting allows you to aggregate 3 months of cases together:
Quarter 1 = January, February and March

Quarter 2 = Apri, May and June

Qurter 3 = July, August and September

Quarter 4 = October, November and December

f filtering by quarter, be sure to also filter by Year to produce a quarterly report.

[TIDATE OF INTERVIEW
[CIDATE OF INCIDENT
[T|DATE OF BRTH
[V]sex
[F]*EmHacTTY*

[FICIVI MARTTA STATL

[]*CASEWORKER CODE®

[¥|COUNTRY OF ORIGIN

3

INCIDENT REPORT DATE (MONTH / YEAR) [EmES
INCIDENT REPORT DATE (QUARTER) [EES
INCIDENT REPORT DATE VEAR) [EmES
ADULT/CHILD AT TIME OF INCIDENT [EES
EXCLUDE FROM STATISTICS/ CONSOLIDATION? | (all)|~
POSSIBLE SEXUAL SLAVERY [EES

(blank]  Grand Total

Y
COUNTRY OF ORIGIN ~

Burundi A a
Dem. Rep. of the Congo 1 1 2
Rwanda 1 1
Somalia 2 1 3
Uganda 2 1 3

(blank)
Grand Total

Drag
7 ReportFiter
INCIDENT REPCR...
INCIDENT REPOR....
INCIDENT REPOR....
ADULT/CHILD AT ...
EXCLUDEFROM S...
POSSIELE SEXUAL... ™
11 RowLabels
COUNTRY OF ORIGIN

CARIRER]

[ Defer Layout Update

7
H A » M| 7 10. Trend Analysis ~ 11. Trand Analysis Chart | 12. Open 1 13. Open2 “14. Open3 15. Open4

e

1 ColumnLabels
oY -

= Vales
Contof NCIDENTD ™
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6.9) Read the brief scenario below and then use the Monthly Statistics worksheet to answer the following
questions. Check your answers on page 90 of the answer key.

Scenario: You are working for an NGO providing support to GBV survivors and have been given the responsibility of
updating and maintaining the IR. One day, your supervisor comes to you in a panic because she needs to know
certain statistics about the GBV incidents reported to your NGO immediately. Using the Monthly Statistics
worksheet from the ‘Practice Intake Recorder answer the following questions. You can check your answers in the
answer key.

For the month of February 2009:

1. How many new GBYV incidents were reported?

2. Of those new GBV incidents, how many were incidents of sexual violence?

3. How many of the incidents were reported by a male?

4. How many of the incidents were reported by a female?

5. How many of the incidents were reported by a child?

6. How many of the incidents were reported by married/cohabitating survivors?

7. How many of the incidents were reported by a resident?

8. How many of the incidents were reported by a refugee?

9. How many of the incidents were reported by someone with a disability?

10. How many incidents involved rape?

11. How many incidents involved forced marriage?

12. How many incidents involved psychological/emotional abuse?
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For the month of March 2009 (Caution! At this point you should change the month at the top of the worksheet):

13. How many new GBYV incidents were reported?

14. How many new incidents were reported over the last 4 months (Dec, Jan, Feb,
Mar)?

15. Do you notice a trend in the number of incidents reported during the past 4
months?

16. How many incidents occurred in the afternoon?

17. How many incidents involved child sexual abuse?

18. How many incidents involved possible sexual slavery?

19. How many incidents involved more than 3 perpetrators?

20. How many incidents were perpetrated by a teacher/school official?

21. What percent of incidents for the month of March were perpetrated by an
intimate or former partner?

22. How many incidents were not referred to you from other service providers?

23. How many incidents were reported by survivors who received psychosocial
support?

24. How many incidents were reported by survivors who were referred to
security/protection services?

25. Which type of service provider did you refer the most clients to?

26. Which service provider was the most frequently declined?

27. Were any services reported as being unavailable in your area?
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6.10) On the Referral Tracking worksheet, use the report filters above the tables to answer the following
questions. See the answer key to check your responses. Check your answers on page 92 of the answer key.

1. How many incidents were reported in March 2009 by survivors who were referred
to you from a Safe House/Shelter?

2. How many incidents reported to you in March 2009 were reported by children
who declined Safe House/Shelter services? (Hint: you will have to use two report
filters to answer this question)

3. How many incidents reported in the first quarter of 2009 were reported by
survivors who received Health/Medical services before coming to vyour
organization? (Hint: remember when filtering by quarter to also filter by year)

4. How many incidents reported in the first quarter of 2009 were reported by
survivors who received Psychosocial services from your organization?

5. How many incidents reported in the year 2009 were reported by survivors who
declined Legal Assistance services and had previously reported their incident to
another organization using the GBVIMS? (Hint: you will have to use the EXCLUDE
FROM STATISTICS/CONSOLIDATION filter to answer this question)

6. How many incidents reported in February 2009 were reported by sexual assault
survivors who received Police/Other Security Actor service before coming to your
organization?

7. How many incidents reported in Quarter 1 of 2009 were reported by adult
survivors who had been raped and who had already received Livelihoods Program
services before coming to your organization? (Hint: 4 filters!)
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Chapter 7: Sharing GBV Incident Data and Developing Inter-Agency Information
Sharing Protocols

7.1) Scenario: You have been asked to create an inter-agency report for March 2009. The first table on the report
is supposed to present the number of reported incidents according to GBV type by sex and age group.

1. Open anew Word document and type the title: Inter-Agency Report for March 2009 at the top; press enter.

Home Inzert Page Layout Formaslas Data Review View Developer Acrobat
— Cambria LI == S Wrap Test Generad - rjzll
2. Now open the ‘Practice S, (o ) e ] a9 % [ L
Clipboard = Font = Alignment = Humber =
. ’ A3 -3 £ | Incident Type by Survivor's Sex and Age
Incident Recorder_v3,” and - £ ' 1 2 = = . —
click on the GBV Type by Ll bt o o b e L o o

st be set to "(AL" When doing your own analysis, however, you may use any of the report filters.

Sex & Age worksheet tab. 2 ifows you S

Quarter 1 = Jonuary, Februany and March

Using the report filters, Goarer s~y Aupuc s september cﬂ} = :.
filter the table to display S ———————————— o ;

; Incident Type by Survivor's Sex and Age p—
data only for Mar-2009. :6 s seronrone o o G 30003 et
Highlight and copy the : — o o q
table (for more specific n onoee T e H.f"'
instructions on any of these EE “ ) e
actions refer to Chapter 6). i o TR T

1 (=] r [ - &-A-w 3 |

3. Paste the table into the into
the Word document. This
is the first table of your

Home Insert Page Layout References Mailings Review View Developer Acrooat

)

' J Format Painter

Tme hewReman ~|18 - [A° W[ 3= 0050 3R E(RLI ] wappcot | AaBbCel | Aadbccns AaBDC
B L ke, x dar|®-A- EE T M|E| -0 rutfae. | Thoms | ToSpac.. Headingl

report! If this were a real
Clipboard = Font . Paragraph = Styles

report you would do the @ T R

___ SEEREREF.|
Tmeshew =113 = A " A= F
(B]7[EY-A-imieis-
—

same thing for the
remaining tables specified

by your protocol. nter-Agency Report for March 2009

3
. . bl h -] ; Baragriph.. Incident Type by Survivor's Sex and Age
NOte' It IS pOSSI e that . = fuliets ’ INOIDENT REPORT DATE [MONTH J YEAR| Mar-2009
. £ bunberi » INCIDENT REPORT DATE (QUARTER] a1
when you pasted your Excel B o NODENT REFGRTOATE(EAR oy
- EXCLUDE FROM STATISTICS/ CONSOUDATION? [T}
table it did not fit properly - o '
on the Word document. If Tarate >
Syles Sape

Sexl Assauit
Grand Total

this is the case you may
have to adjust the width of
the columns or height of

the rows before copying
and pasting the table (see
Chapter 6)
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Chapter 2: Information Management and Gender-Based Violence

All questions and exercises from Chapter 2 are subjective. Answers will vary.

Chapter 3: The Gender-Based Violence Classification Tool

3.1)
Classification Tool’s core types of GBV
Denial of Non-GBV
Sexual | Physical Forced . Psychological
IypeofiGEY Rape Assault Aszault Marriage Resources ser\.llf:es Em;ltionalgAbuﬁe
and opportunities
Domestic Violence X X
Attempted Rape X X X
Sexual Exploitation X X
Assault X X
Forced Unprotected Sex X
Defilement X X X
Attempted Defilement X X X
Rape of a Minor X
Incest X X
Sodomy X X
Marital Rape X
Sexual Harassment X
Forced Prostitution X X X
Early Marriage X X
Abduction X X
FGM X
Deprivation X
Property Grabbing X
Trafficking X X X X
Gang Rape X
Ritual Cleansing X
Denial of Education X
Sexualized Behavior X X X
Teenage Consensual Sex X
Indecent Assault X X
Denial of Health Services X

3.2) Answers will vary.
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3.3)

1. A woman reports being beaten by her husband for not cleaning the house properly.

Answer: Physical Assault. When going through the questions on the GBV Classification Tool, you should
answer ‘No’ to #1 and #2 because the incident did not involve penetration nor did it involve unwanted
sexual contact. Since the response to question #3—“Did the reported incident involve physical
assault?”—is ‘Yes,’ this incident should be classified as ‘Physical Assault.’

A girl reports not being allowed to attend school unless she has sex with her teacher.

Answer: Denial of Resources, Opportunities or Services. Although the teacher is demanding sex or
unwanted sexual contact, these have not yet happened and you must answer ‘No’ to questions #1 and #2.
Neither is this an incident of physical assault or forced marriage. Since the girl is being denied access to
school she is being denied access to opportunities and the answer to question #5 is ‘Yes.” You should
therefore classify this incident as ‘Denial of Resources, Opportunities or Services.’

A boy reports that his uncle has been touching his genitals.

Answer: Sexual Assault. Since no penetration has occurred, the answer to question #1 is ‘No.” However,
since there is unwanted sexual contact, this incident should be classified as ‘Sexual Assault.’

A woman reports that her boss is threatening to fire her if she does not have sex with him.

Answer: Psychological/Emotional Abuse. This is a difficult one because you may be tempted to classify
this incident as ‘Denial of Resources, Opportunities or Services.” However, because the boss is only
threatening to fire her and has not yet actually done so, you cannot classify as such. Instead, you should
classify this incident as Psychological/Emotional Abuse.

A woman reports being raped by a group of men when she was walking home from her sister’s house.

Answer: Rape. Since the answer to the first question “Did the reported incident involve penetration” is
‘Yes’, this incident should be classified as ‘Rape.’
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3.4)

1.

10.

Sexual assault and physical assault?
Answer: Sexual assault is any form of non-consensual sexual contact (excluding penetration) while
physical assault is any form of physical violence that is not sexual in nature.

Attempted rape and sexual assault?
Answer: If there is sexual contact but no penetration during an act of GBV it is classified as sexual assault;
if there is any penetration of the anus, vagina or mouth it is classified as rape.

Rape and gang rape?
Answer: Rape is the type of GBV violence; gang rape is rape where multiple perpetrators penetrate the
anus, vagina or mouth.

Rape of a spouse and rape of a stranger?
Answer: Rape no matter what the relationship is classified as rape; however, if it is perpetrated by a
spouse the incident recorder will analyze it as intimate partner violence (IPV).

Rape of an adult and rape of a minor?
Answer: Rape is always classified as rape but when the survivor is a minor the incident recorder will
analyze it as child sexual abuse.

Rape and forced unprotected sex?
Answer: Forced sex is rape.

Child sexual abuse and sexual assault?
Answer: Child sexual abuse is based on of the age of the survivor. It is not a core type of GBV and should
be indicated as rape or sexual assault on the intake form. The incident recorder will analyze the age of the
survivor and indicate child sexual abuse.

Forced marriage and early marriage?
Answer: Early marriage is forced marriage of a minor, defined as anyone under the age of 18.

Intimate partner violence and sexual exploitation?
Answer: IPV is when an intimate partner commits an act of violence against the survivor; it is not a core
type of GBV. Sexual exploitation can be sexual assault or rape where money, good or services are
exchanged.

Intimate partner violence and physical assault?
Answer: Physical assault refers to physical violence that is not sexual in nature; IPV is not a core type of
GBV and will be automatically determined by the incident recorder.
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3.5)

1.

A young girl reports that her breasts were inappropriately touched by her neighbor.
Answer: Sexual Assault. Using the questions on the GBV Classification Tool, you should answer ‘No’ to the
first one since there was no penetration and ‘Yes’ to the second one since there was unwanted sexual
contact. This incident should be classified therefore as ‘Sexual Assault.’

An old woman reports being beaten in her home by her husband.
Answer: Physical Assault. There was no penetration and no unwanted sexual contact in this incident.
There was, however, physical assault.

A girl reports that the night before she was supposed to marry against her will, she ran away.
Answer: Psychological/Emotional Abuse. This is a difficult question and should be treated carefully.
Because the marriage has not yet taken place, you cannot classify this incident as ‘Forced Marriage.’
Rather, there is only the threat of forced marriage. The incident should therefore be classified as
‘Psychological/Emotional Abuse.’

A girl reports that her teacher promised to give her a failing grade if she does not have intercourse with him.
Answer: Psychological / Emotional abuse. Similar to the question above, there has been no rape, sexual
assault or denial of resources, opportunities or services when the incident is reported. Rather, there has
only been the threat of these types of violence in the future. This incident should therefore be classified
as ‘Psychological/Emotional Abuse’ due to the emotional pain being inflicted on the girl.

A girl reports that her teacher did not give her a passing grade because she refused to have intercourse with
him.
Answer: Denial of Resources, Opportunities or Services. In question #4, the denial of a passing grade was
only a threat. In this question, however, the teacher has actually withheld a passing grade because she
did not have sex with him. The incident should therefore be classified as ‘Denial of Resources,
Opportunities or Services.

A woman reports that she came home from work and her boyfriend took the money she had earned.
Answer: Denial of Resources, Opportunities or Services. Since there was no penetration, unwanted sexual
contact, physical assault or forced marriage, you must ask “Did the reported incident involve the denial of
resources, opportunities or services?” Her boyfriend taking her money qualifies a ‘Yes’ to this question
and the incident should be classified as ‘Denial of Resources, Opportunities or Services.’

A girl is forced by her mother to have sex with peacekeepers to earn money for her family.
Answer: Rape. Since the girl is being forced to have sex where penetration is involved, the answer to
question #1 is ‘Yes,” and the incident should be classified as ‘Rape.’

A man brings his 16 year old daughter to you and forces her to report that she has been having consensual sex
with her 17 year old boyfriend.
Answer: Non-GBV. Since consensual sex between minors is not GBV and since the client is not reporting
the incident herself (i.e. she is being forced to report it), this incident should be classified as ‘Non-GBV.’

A man brings his 16 year old daughter to you and forces her to report that she has been having consensual sex
with her 40 year old boyfriend.
Answer: Non-GBV. The only difference between this question and the question before it, is the age of the
boyfriend. Again, however, since the client is not reporting the incident herself (i.e. she is being forced to
report it), this incident should be classified as ‘Non-GBV.’
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10. Several young men report that a community-based NGO worker inappropriately touched their genitals when
they sought his assistance.
Answer: Sexual Assault. This incident is not rape since there is no penetration. Rather, it should be
classified as ‘Sexual Assault’ because there is unwanted sexual contact. Remember, even though the boys
report the incidents together, each boy’s report should be treated as a new incident and a new intake
form should be filled out for each.

11. A woman reports that her husband forced her to have sexual intercourse with him in exchange for money to
feed the family’s children.
Answer: Rape. Even thought the couple is married, the wife is being forced into having non-consensual
sex with her husband; because this involves penetration, you should classify this incident at ‘Rape.’

12. A 19 year old woman is living with and supported by her parents when she is impregnated by her 20 year old
boyfriend who denies the unborn child is his.
Answer: Psychological/Emotional Abuse. This is also a difficult question. Because the woman and her
boyfriend were having consensual sex, this should not be classified as rape or sexual assault. Additionally,
because the woman was not economically dependent on the boyfriend, this should not be classified as
‘Denial of Resources, Opportunities or Services.” This may be inflicting emotional pain or injury, however,
and therefore should be classified as Psychological/Emotional Abuse.

13. A 19 year old woman reports that she was living with and supported by her 20 year old boyfriend when she was
impregnated by him. He now denies the unborn child is his, has kicked her out of the house and has stopped
supporting her.

Answer: Denial of Resources, Opportunities or Services. Unlike the question above, in this incident the
woman is economically dependent on her boyfriend. Because he has kicked her out of the house and
stopped supporting her, you should classify this incident as ‘Denial of Resources, Opportunities or
Services.’

3.6) Answers will vary.
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Chapter 4: The Intake and Consent Forms

4.1) Answers will vary.

4.2)
1-Administrative Information
Incident ID*™: T1-2 Survivorcode: wI-000 Caseworker code: T
Date of interview (day/monthiyear) = 172/ 2010 Date of incident (day/manthiysar) = 1.2 2010

= Reported by the survivor or reported by surviver's escort and survivor is present at reporting®
(These incidents will be entered into the Incident Recorder)

O Reported by someone otherthan the survivor and survivor is not present at reporting
{These incidents will not be entered into the Incident Recorder)

The three codes are given to you in the box. Since the survivor reported that the incident was ‘about a month
ago,’ you can estimate the month to be February. Since she does not remember the exact date, you should
replace the missing information with ‘1.’ The date of the incident should therefore be recorded as 1/2/2010.

4.3)
2-Survivor Information
Date of Birth (approximate if necessary) *: | Sex™: [E Femak Clan or Ethnicity:
24."’&;"".&:“:’- &0 O Male =R e
CUU"U;UT O Burundi O Uganda O Somalia
Origin™=:

O Rwanda K DRC 0O Cther (specify) :
Mationality (If different than country of crigin): Religion: ~.atiolic
Current Civil / Marital Status™: O Single O Diverced / Separated

=1 Married / Cohabitating O Widowed

Mumber and age of children and other dependants: = childvew; Goes 2 g 5

Occupation: Stalys at Mowag with childven

Displacement status at time of report™:

[ Resident O IDP ¥ Refuges [ Stateless Person
[ Returnse [ Foreign Mational O Asylum Seeker O NiA

Isthe client a Person with Disabilities? = [ Mo [ Mental dissbiity [ Physical dissbilty [ Both

Is the client an Unaccompanied or Separated Child? =

B Ne O Unaccompanied Minor O Separated Child O Crphan or Vulnerable Child
Sub-Section for Child Survivors (less than 18 years old)
If the survivor is a child (less than 18yrs) does he/she live alone? O Yes O Mo (i “No7, answer the next three guestions)
If the survivor lives with someone, what is the relation between her/him and the caretaker?
O Parent / Guardian O Relative O Spouse / Cohabitating O Other:
Whatis the caretaker's current marital status?
[ Single 1 Married / Cohabiting O Divorced / Separated O Widowed

What is the caretakers primary occupation:

We know the survivor’s date of birth from the scenario in You Try! #1; the Clan or Ethnicity was not mentioned, so
we can assume it is ‘unknown.” Country of Origin is DRC because that is where the survivor is from originally. You
do not have to write the nationality, because it is the same as her country of origin. We know she is married
because she was raped by her husband. The scenario tells us that she has two children ages three and five, stays
at home with them during the day. We also know that she is a refugee (living in a refugee camp), does not have
any disabilities and is not an Unaccompanied or Separated Child.
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4.4)

3-Details of the Incident

AL Fng TFOMALSER LT WOLL
o
HeAR

Accountofthe incident/Description of the incident (summarize the details of the incident in client’s words)

About a month ago my husband came howe dirunie one night and forced me to have
sexwith hime even though | didnt wankto. 1 Eried to vesist, buk he overpowered mee.

Thiswas the first thme something Like this has ever happened. Hewns sorvy the next
; 't hoppen again, buthe’s b

T i " P I T . s . ) I T T S N S
Giw LATELL, Bnd | THLwag LT FALLAAT ¥ Appen. FZ A, VA SCAveR wWGaT Me FALLAAT A0 0 VIALE

EEWV. LD ML nowme driuniz

O Pre-displacemeant

Stage of displacement at time of incident™
O Mot Displaced / Home Community O During Flight
B During Refuge

O During Return / Transit
O Post-displacement

[ Cther:

Time of day thatincident took place™

O Morning {sunrse to noon)

[ Afternocn (noon to sunsst)

[%{ Evening/night {sunsetto sunnse)
O UnknowniMot Applicable

Incident location / Where the incident took place*®:
(Customze location options by adding new, or removing tick boxes according to vour location)

O Bush / Forest
O Garden / Cultivated Field
O School

O Road

I clients Home

O Perpetrator's Home
O Cther {give details)

Areawhere incident occurred*®:
I Punda

0 Banay

O Kasesto,

O Mbwmi

Sub-Areawhere incident occurred=®:
Ourati

0 Kakuto

O Utirg

I Mukata

Camp/Town/Site:
O Hanati

O Jinga

[={ Block 1

O Block 2

Your ‘Account of the incident’ does not have to be exactly the same as this one, but the main ideas should be
similar. Since the survivor is living in a refugee camp at the time of the incident, we can safely assume that her
stage of displacement is ‘During Refuge.” We know that the incident was at night and took place at her home
because her husband ‘came home drunk one night.” The scenario tells us the survivor lives in Block one of the

Punda area and Mukata sub-area.
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3-Details of the Incident Cont.

Type of Incident Viclence™: 1. Did the reported incident involve penetration?
{Pleas=s referto the GEVIMS Incidert Classification System Ifyes = classify the incident as "Rape”.
and zelect only ONE) Ifno = proceed to the next incident type on the list.
2. Did the reported incident involve unwanted sexual contact?
= Raps If yes = clazsify the incident as "Sexual Assaulf.
(includes gang rape, marital rape) [fno = proceed to the next incidenttype on the fist.
3. Did the reported incident involve physical assault?
[ Sexual Assault If yes =¥ classify the incident as ‘Physical Assault™
[in-::lude_s attempted rape and allse_xu_al\:'io Ie_noe."a buse without If no = proceed to the next incidenttype on the fist.
penetration, and female genital mutilation/cutting) 4. Was the incidentan act of forced marriage?
If yes = classify the incident as “Forced Mamaae™.
O Physical Assault o ) ) If no = proceed to the next incikdenttype onthe list.
:Z?LUI:TS hitting, slapping, kicking, shouing, etc. that are notsexualin 5. Did the reported incident involve the denial of resources,

opportunities or services?
If yes = classify the incident as "Denial of Resources, Opportunities
or Services”.
Ifno 2> proceed to the next incident type on the list.

5. Did the reported incidentinvolve psychologicallemotional abuse?
If yes = classify the incident as “Peychological/ Emotional Abuse™.
Ifno 2 proceed to the next incidenttype on the list.

. Iz the reported incident a case of GBV?

If ye= = Startoverat number 1 and try again to reclassify the incident
{If you have tned to clagsify the incidentmultiple times, agk your,
incident recorder) supenisorto help you classify thes incident).

If no =* classify the incident as "Non-GEV®

[ Forced Marriage
(includes early mamage)

[ Denial of Resources, Opportunities or Services
[ Psychological / Emotional Abuse 7

O Non-GBV (specify) Mote: these incidents will not be entered into the

Was thisincident a harmful traditional practice== 7 Were money, goods, benefits, and / or services exchanged in
¥ No O Dowry demands relation to thisincident*? E No 1 Yes
O FGMIC 1 Son preference

Type of abduction at time of the incident™:

= Mone O Forced Conscription O Trafficked O Cther Abduction / Kidnapping
Has the client reported this incident anywhere else?”

(If yes, select the type of service provider and write the name of the provider where the client reported); (Select all thatapply).

O No

I HealthiMedical Services WAlpmgne Lunited

[ PsychosociallCounseling Services

[ Police/Cther Security Actor

[ Legal Assistance Services

O Livelihoods Program

[ Safe House/Shelter

1 Other {specify)
Has the client had any previous incidents of GBV perpetrated against them?* = Mo O Yes
If yes, include a brief description:

Applying what we learned in Chapter 3 we can easily classify this incident. Asking ourselves the first question in
the box to the right of the types of incident violence (“Did the reported incident involve penetration?”), we can
answer ‘Yes’ and classify this incident as rape. This incident is not one of the Harmful Traditional Practices listed,
so we can mark ‘No.” We know from the account that that no money, goods, benefits and/or services were
exchanged and that the survivor was not abducted. We also know that before coming to you, the client had
reported this incident at ‘Women United’ health clinic. The client reported that this is the first time ‘something
like this has happened,’ so we can indicate ‘No’ for ‘Has the client had any previous incidents of GBV perpetrated
against them?’
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4.5)

ncident ID
4-Alleged Perpetrator Information
Number of alleged perpetrator(s)™: [ az O3 O More than 3 O Unknown
Sex of alleged perpetrator{s)* O Female [ Male O Eoth female and male perpetrators
Nationality of alleged perpetrator: D=C Clan or Ethnicity of alleged perpetrator: LU 20w

Agegroup of alleged perpetrator® {f known orcan be estimated):

Oo-11 O12-17 018-25 [¥ 26 - 40 041-80 O&1+ O Unknown
Alleged perpetrator relationship with survivor *:

(Selectthe first OME that applies)

¥ Intimate partnr / Former partner

O Primary caregiver

O Family other than spouse or caregiver

O Supervisor / Employer

O Schoolmate

O Teacher / School official

O Senvice Provider

O Cotenant / Housemate

O Family Friend / Neighbor

O Cther refuges ! IDP/ Returnes

O Other resident community member

O Cther

00 Mo relation

O Unknown

Main occupation of alleged perpetrator (if known) "2

(Customize bocation options by addingnew, orremoving tick boxes according to your location)

O Farmer [¥ Trader/ Business Cwner O Religious Leader O CBO Staff O Cther

O Student O Non-State Armed Actor O Teacher O Community Voluntesr O Unemployed
O Ciil Servant O Security Cfficial O UN Staff O Heatth Worker O Unknown
O Police 0O Camp or Community Leadear O NGO Staff

O State Military

There was only one primary perpetrator—her husband who is considered an ‘intimate partner’—whom we know
to be male, also from the DRC and in the age group 26-40 (his wife is 29 and he is ‘about the same age’). We also
know from the account that he ‘runs a food store in the camp’ and can therefore indicate ‘Trader/Business
Owner’ for his profession.
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4.6)

9-Planned Action / Action Taken: Any action / activity regarding this report.
Who referred the client to you?*

I5] Healtth/Medical Services O Teacher/School Official

O PeychosocialiCounseling  Services O Community or Camp Leader

O Police/Other Security Actor O Safe House/Shelter

O Legal Assistance Services O Cther Humanitarian or Development Actor

O Livelihood Program O Cther Government Service

O Seff Referral / First Point of Contact O Other (specify)

Did you refer the client to a safe house/safe Date reported or future appointment date (day/monthiyear) and Time:
shelter?* 1F/2/2010  &:00 B

EYes ONo

) 4 Name and Location: C.0ving Shelter
If ‘No’, why not? =
O Service provided by youragency

[ Services already receved from another agency

O Service not applicable Motes (including action taken or recommended action to be taken):

O Referal decined by sunvivar Needs safe place to stay whilenolice Liwvestioate
O Service unavailable Y o f ~

Did you refer the client to health / medical Date reported or future appointment

services?* Date and Time:

OYes [dNo Name and Location: Follow-up Appointment
If ‘No’, why not?* Date and Time:

O Service provided by your agency Notes (including action taken or recommended action to be taken):

[® Services already received from another agency
O Service not applicable

O Referral declined by survivor

O Service unavailable

As mentioned before, the Women United health clinic referred the client, so we should indicate ‘Health/Medical
Service.” In the provided account, you referred the client to a safe house/safe shelter called ‘Caring Shelter’ for
that evening (17/3/2010) at 6:00pm. We can assume that you did not refer her to health/medical services
because she already received them from the Women United health clinic.
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Did you refer the client to psychosocial
services?*

OYes [E Mo

If ‘No’, why not?*

I¥{ Service provided by your agency

[ Services already received from another agency
[ Service not applicable

O Referral declined by survivor

[ Service unavailable

Date reported or future appointment date (day/monthiyear)and Time:

Name and Location:

Notes (including action taken or recommended action to be taken):

Does the client want to pursue legal action?

O

Yes O Mo ¥ Undecided at Time of Report

Did you refer the client to legal assistance
services?*

OYes = Mo

If ‘Mo’, why not?*

O Service provided by your agency

O Services already received from another agency
[ Service not applicable

¥ Referral declined by survivor

O Service unavailable

Date reported or future appointment date (day/month/yearjand Time:

Name and Location:

MNotes (including action taken or recommended action to be taken):

Did you refer the client to the police?*

El ves

If ‘No’, why not?*

O Service provided by your agency

O Services already received from another agency
O Service not applicable

O Referral declined by survivor

O Service unavailable

O Mo

Date reported or future appeintment date (day/meonthiyear) and Time:

- I L S e
1ES =2 2010 1O 00 G

Mame and Location: Piiy.zd Police Statiow.

Motes (including action taken or recommended action to be taken):

Did you refer the client to a livelihood program?*

= Mo

If ‘Mo, why not?*

O Service provided by your agency

[ Services already recsived from another agency
[ Service not applicable

¥ Referral declined by survivor

[ Service unavailable

O Yes

Date reported or future appointment date (day/month/yearjand Time:

MName and Location:

MNotes (including action taken or recommended action to be taken):

We can assume that you did not refer the client to psychosocial services because you already provided those
services to her as a caseworker for your NGO. We know that the client refused legal services and livelihood
programs, but she did allow you to refer her to the police for the following day (18/3/2010, since the day of the
report is 17/3/2010) at 10:00am with the area police: Punda Police Station.
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4.7)

6 - Assessment Point

Describe the emotional state of the client at the beginning of the Describe the emotional state of the client at the end of the
interview: interview:

- s - - . - 1 F _ " e
[S1AE L 'ji HULET VOLCE CLignt re Al ed ciline Qv GULET

Will the client be safe when she or he leaves? Yes J&] No O

Who will give the client emotional support?
If no give reason:

& ] 1 e —
ive g Howd hntbervaational

What actions were taken to ensure client's safety? Other relevant information

__ clientwas veferved to a safe house and_

_ tothe 'PGLEL:E

[fraped, have you explained the possible consequences of rape to the client (if over 14 years of age)? [ Yes OMNe

Hawve you explained the possible consequences of rape to the client's caregiver (if the client is under the age of 14)7 O Yes @O No

The account informs us that the client “is calm both before and after the interview and talks in a quiet voice
throughout.” You should indicate ‘Yes’ for the question ‘Will the client be safe’ because you have taken action to
ensure her safety by referring her to a safe house and to the police. Since she agreed to come back to Give a Hand

International for continued counseling, you can indicate this for the question “Who will give the client continued
support?’
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4.8)

You are a service provider based in Sierra Leone. A woman from Liberia comes to you to report a GBV incident
that occurred while she was fleeing her home in Liberia two years ago. She was forced to flee Liberia because of
her ethnicity and has not been able to return. She is currently seeking international protection from the
government of Sierra Leone but her claim has not yet been decided on.
Answer: Asylum seeker. Because the woman has had to leave her country and is seeking international
protection, her displacement status is ‘Asylum Seeker.” She should not yet be considered a refugee
because her claim for refugee status has not yet been approved by the government.

The woman from #1 comes back one month later to report a new GBV incident that occurred the morning of her
report. She informs you that since her last report the government of Sierra Leone has accepted her claim
requesting protection.
Answer: Refugee. Because the woman reporting to you had left Liberia out of fear of persecution due to
her ethnicity, was still outside of her country at the time of the report and the government had accepted
her claim, her displacement status is ‘Refugee.’

A boy is forced to flee his home and moves to his sister’s house in the capital to escape rebel fighting in and
around his village. While still living at his sister’s house, he comes to you to report an incident of GBV that was
perpetrated against him by several rebel soldiers three weeks before he left his village for his sister’s.
Answer: Internally Displaced Person (IDP). Because the boy was forced to flee his home due to conflict
and is still displaced at the time of the report, his displacement status is ‘IDP.” The answer is not refugee
or asylum seeker because the boy is still within the boundaries of his own country.

The boy from #3 returns home. While home he goes to a nearby GBV service provider to report another
incident of GBV.
Answer: Returnee. Because the boy had returned home after being an IDP and reports another incident
of GBV after returning to his home, his displacement is ‘Returnee.’

While in a neighboring country, a woman has her nationality revoked by her country of origin. She then comes
to you to report an incident of GBV.
Answer: Stateless Person. Because her nationality has been revoked when the woman comes to report
the incident and she has not yet received a different nationality, her displacement status at the time of
the report is ‘Stateless Person.’

A girl moves to a neighboring country but does not have the right to reside there permanently. To escape the
on-going conflict in their country, her parents sent her to family friends in a neighboring country to work in their
house in exchange for school fees, and lodging. While there she comes to you to report that she was raped by
the head of this house 2 days earlier.
Answer: Foreign National. Because the girl does not have the right to permanent residency of the country
she is in at the time of the report, his status is ‘Foreign National.

A woman, who has never been displaced, is living in her country of origin when she comes to report an incident
of GBV that her supervisor perpetrated against her earlier this week.

Answer: Resident. Because the woman has never been displaced from her home at the time of the

report, her displacement status is ‘Resident.
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4.9)

1. You are a service provider based in Sierra Leone. A woman from Liberia comes to you to report a GBV incident
that occurred while she was fleeing her home in Liberia two years ago. She was forced to flee Liberia because of
her ethnicity and has not been able to return. She is currently seeking international protection from the
government of Sierra Leone but her claim has not yet been decided on.

Answer: During Flight. Since the incident took place while the survivor was fleeing from her home, the
stage of displacement for this incident should be classified as ‘During Flight.’

2. The woman from #1 comes back one month later to report a new GBV incident that occurred the morning of her
report. She informs you that since her last report the government of Sierra Leone has accepted her claim
requesting protection.

Answer: During Refuge. Since the woman is a refugee and the incident that took place the morning of the
report, therefore, should be considered ‘During Refuge.’

3. A boy is forced to flee his home and moves to his sister’s house in the capital to escape rebel fighting in and
around his village. While still living at his sister’s house, he comes to you to report an incident of GBV that was
perpetrated against him by several rebel soldiers three weeks before he left his village for his sister’s.

Answer: Pre-displacement. Remember, the stage of displacement should be considered only at the time
of the incident. Even though the boy reports this incident during refuge, the incident was perpetuated
against him before he left his village and is, therefore, ‘Pre-displacement.’

4. A girl moves to a neighboring country but does not have the right to reside there permanently. To escape the
on-going conflict in their country, her parents sent her to family friends in a neighboring country to work in their
house in exchange for school fees, and lodging. While there she comes to you to report that she was raped by
the head of this house 2 days earlier.

Answer: During Refuge. Since the incident took place while the girl was living with her parents’ friends in
a state of refuge, the stage of displacement is ‘During Refuge.’

5. A woman, who has never been displaced, is living in her country of origin when she comes to report an incident
of GBV that her supervisor perpetrated against her earlier this week.
Answer: Not Displaced/Home Community. Since the woman has never been displaced the stage of
displacement should be indicated as ‘Not Displaced/Home Community.’
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4.10)

A woman who has been living with her boyfriend reports to the police that she was physically assaulted by him. She
has a job and earns good wages, but does not have a safe place to stay that evening. The police refer her to your
NGO (which provides psychosocial services to GBV survivors). She would like legal services, but unfortunately there
are no legal service providers in your area. You offered to refer the survivor to a medical clinic, but she refused. She
accepts your referral to a safe house/shelter. Answer the questions yourself and then look at the responses
provided.

1. Was the client referred to a safe house/safe shelter?
Answer: Yes. Since the response is ‘Yes,” you should then provide the date and time of the future
appointment as well as the name of the organization, location and additional notes.

2. Was the client referred to health/medical services?
Answer: No. You should select ‘Referral declined by survivor’ since you offered the available service but
she refused.

3. Was the client referred to psychosocial services?
Answer: No. You should select ‘Service provided by your agency’ since you had already provided the
appropriate psychosocial service to the survivor.

4. Was the client referred to legal assistance services?
Answer: No. You should select ‘Service unavailable’ because the survivor wants the service, but no legal
service providers exist in your area. Note: You should NOT select ‘Service not applicable’ here, because
the survivor wants to take legal action and wants the service. It is applicable, but unfortunately, not
available.

5. Was the client referred to the police?
Answer: No. You should select ‘Service already received from another agency’ since the survivor had
already been to the police for help (and it was the police who referred her to you).

6. Was the client referred to a livelihood program?
Answer: No. You should select ‘Service not applicable.” Livelihoods programs are intended to help
survivors generate income; since the survivor currently has an occupation and is already generating
adequate income, this service is not applicable.
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Answers for activity 4.11

1- This form must be filled out by a case manager, health practitioner, social worker or other authorized person
providing services to the survivor.

2- Note that questions followed by an asterisk* must remain on the intake form and must be answered. These
questions are a part of a minimum essential dataset on GBV. Some questions are followed by both an asterisk*
and a circle®; these are customizable, and the italicized text of these fields is intended to be adapted to each
context and can be modified. Questions that are unmarked may be modified by your agency or removed if they are
not necessary for your program and/or case management.

Instructions

3- Unless otherwise specified, always mark only one response field for each question.

4- Please feel free to add as many questions to this form as needed in your context and/or attach additional pages
with continued narrative, if needed.

Before beginning the interview, please be sure to remind your client that all information given will be kept
confidential, and that they may choose to decline to answer any of the following questions.

1-Administrative Information

Incident ID*: T1-1 Survivor code: \W1-001 Caseworker code: T1

Date of interview (day/month/year) *: 9/32/2009 Date of incident (day/month/year) *: 5/=2/2009

MReported by the survivor or reported by survivor’s escort and survivor is present at reporting*
(These incidents will be entered into the Incident Recorder)

O Reported by someone other than the survivor and survivor is not present at reporting
(These incidents will not be entered into the Incident Recorder)

2-Survivor Information

Date of birth (approximate if necessary) *: | Sex*: J{ Female Clan or ethnicity: Linlkemowin
about &0 Years old 0 Male
gO_U'_\tT!(I)Of O Burundi O Uganda X Somalia
rigin*®:
O Rwanda ODRC O Other (specify) :
Nationality (If different than country of origin): Religion: Unlenowin
Current civil / marital status™: O Single O Divorced / Separated
X Married / Cohabitating O Widowed

Number and age of children and other dependants: o1& dam@ hter, noe 17

Occupation: Nowne

Displacement status at time of report*:

O Resident O IDP M_Refugee O Stateless Person
O Returnee [ Foreign National [ Asylum Seeker O N/A

Is the client a Person with Disabilities? * [XNo [ Mental disability [ Physical disability [ Both

Is the client an Unaccompanied Minor, Separated Child, or Other Vulnerable Child?*

0 O Unaccompanied Minor [ Separated Child O Other Vulnerable Child
Sub-Section for Child Survivors (less than 18 years old)
If the survivor is a child (less than 18yrs) does he/she live alone? [ Yes O No  (if “No”, answer the next three questions)
If the survivor lives with someone, what is the relation between her/him and the caretaker?
O Parent / Guardian O Relative [ Spouse / Cohabitating [ Other:
What is the caretaker’s current marital status?
O Single [ Married / Cohabiting [ Divorced / Separated O Widowed

What is the caretaker’s primary occupation:
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3-Details of the Incident

Account of the incident/Description of the incident (summarize the details of the incident in client’s words)

Ow the evening of August 5%, my husband attacked me tn our home and beat me.
The next day | wenk to the health clinie. They suggested | come here.

Stage of displacement at time of incident*:

O Not Displaced / Home Community [ During Flight O During Return / Transit O Other:

O Pre-displacement X! During Refuge O Post-displacement

Time of day that incident took place*: Incident location / Where the incident took place*:

. . (Customize location options by adding new, or removing tick boxes according to your location)

O Morning (sunrise to noon) O Bush / Forest

L1 Aftermoon (noon to sunsel) O Garden / Cultivated Field
)ﬂ Evening/night (sunset to sunrise) 0O School

O Unknown/Not Applicable O Road

JX{ Client's Home
O Perpetrator's Home
[ Other (give details)

Area where incident occurred*®: Sub-Area where incident occurred*®: Camp/Town/Site:
O Punda XUrati O Hanati
JX(Banau O Kakuto O Jinga

[ Kaseeto [ Utiro [ Block 1

O Mbumi O Mukata JX(Block 2

O Other (specify) : O Other (specify) : O Other (specify) :
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3-Details of the Incident Cont.

Type of Incident Violence*: 1. Did the reported incident involve penetration?
(Please refer to the GBVIMS Incident Classification System If yes = classify the incident as “Rape”.
and select only ONE) If no = proceed to the next GBV type on the list.
2. Did the reported incident involve unwanted sexual contact?
O Rape If yes = classify the incident as “Sexual Assault”.
(includes gang rape, marital rape) If no > proceed to the next GBV type on the list.
3. Did the reported incident involve physical assault?
O Sexual Assault If yes = classify the incident as “Physical Assault’.
(includes attempted rape and all sexual violence/abuse without Ifno > proceed to the next GBV type on the list.
penetration, and female genital mutilation/cutting) 4. Was the incident an act of forced marriage?

If yes > classify the incident as “Forced Marriage”.
If no = proceed to the next GBV type on the list.
. Did the reported incident involve the denial of resources,
opportunities or services?
If yes > classify the incident as “Denial of Resources, Opportunities
or Services”.
Ifno > proceed to the next GBV type on the list.
6. Did the reported incident involve psychological/emotional abuse?
If yes - classify the incident as “Psychological / Emotional Abuse”.
If no = proceed to the next GBV type on the list.
7. Is the reported incident a case of GBV?
If yes = Start over at number 1 and try again to reclassify the incident
(If you have tried to classify the GBV multiple times, ask your
incident recorder) supervisor to help you classify this incident).
If no > classify the incident as “Non-GBV”

X Physical Assault
(includes hitting, slapping, kicking, shoving, etc. that are not sexual in 5
nature)

O Forced Marriage
(includes early marriage)

O Denial of Resources, Opportunities or Services

O Psychological / Emotional Abuse

O Non-GBV (specify) Note: these incidents will not be entered into the

Was this incident a Harmful Traditional Practice*°? Were money, goods, benefits, and / or services exchanged in
JX(No O Dowry demands relation to this incident*?  [XNo O Yes
O FGM/C 0O Son preference

Type of abduction at time of the incident*:
JXL None [ Forced Conscription O Trafficked O Other Abduction / Kidnapping

Has the client reported this incident anywhere else?*

(If yes, select the type of service provider and write the name of the provider where the client reported); (Select all that apply).
O No

X Health/Medical Services__ Banau Health Clinie

O Psychosocial/Counseling Services

O Police/Other Security Actor

O Legal Assistance Services

O Livelihoods Program

[ Safe House/Shelter

O Other (specify)

Has the client had any previous incidents of GBV perpetrated against them?* MNO O Yes
If yes, include a brief description:
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4-Alleged Perpetrator Information

Number of alleged perpetrator(s): X1 a2 a3 O More than 3 O Unknown
Sex of alleged perpetrator(s)*: O Female X Male [ Both female and male perpetrators
Nationality of alleged perpetrator*: Somall Clan or ethnicity of alleged perpetrator: LR OWINL

Age group of alleged perpetrator* (if known or can be estimated):

ao-11 012-17 018-25

26 - 40 061+ O Unknown

JX(41-60

Alleged perpetrator relationship with survivor *:
(Select the first ONE that applies)
M Intimate partner / Former partner

O Primary caregiver

[ Family other than spouse or caregiver
O Supervisor / Employer

O Schoolmate

O Teacher / School official

O Service Provider

O Cotenant / Housemate

O Family Friend / Neighbor

O Other refugee / IDP / Returnee

O Other resident community member

O Other

O No relation

O Unknown

Main occupation of alleged perpetrator (if known) *©:
(Customize location options by adding new, or removing tick boxes according to your location)

O Trader / Business Owner

O Non-State Armed Actor

O Security Official

O Camp or Community Leader

O Farmer

[ Student

O Civil Servant
O Police

O State Military

[ CBO Staff
O Community Volunteer
[ Health Worker

O Other
O Unemployed
O Unknown

X Religious Leader
O Teacher

[ UN Staff

O NGO Staff

5-Planned Action / Action Taken: Any action / activity regarding this report.

Who referred the client to you?*

X Health/Medical Services

O Psychosocial/Counseling Services
O Police/Other Security Actor

O Legal Assistance Services

O Livelihood Program

O Self Referral / First Point of Contact

[ Teacher/School Official

O Community or Camp Leader

[ Safe House/Shelter

O Other Humanitarian or Development Actor
O Other Government Service

O Other (specify)

Did you refer the client to a safe house/safe
shelter?*

OYes BXNo

If ‘No’, why not?*
O Service provided by your agency
O Services already received from another agency
&Eervice not applicable
eferral declined by survivor
O Service unavailable

Date reported or future appointment date (day/month/year) and Time:

Name and Location:

Notes (including action taken or recommended action to be taken):

Did you refer the client to health / medical
services?*

O Yes MO

If ‘No’, why not?*

O Service provided by your agency

M services already received from another agency
O Service not applicable

O Referral declined by survivor

O Service unavailable

Date reported or future appointment
Date and Time:

Name and Location: Follow-up Appointment

Date and Time:

Notes (including action taken or recommended action to be taken):
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Did you refer the client to psychosocial
services?*

OYes X No

If ‘No’, why not?*

)ﬂService provided by your agency

O Services already received from another agency
O Service not applicable

O Referral declined by survivor

O Service unavailable

Date reported or future appointment date (day/month/year) and Time:

Name and Location:

Notes (including action taken or recommended action to be taken):

Does the client want to pursue legal action?*

O Yes

IXNo

O Undecided at Time of Report

Did you refer the client to legal assistance
services?*

OYes [XNo

If ‘No’, why not?*

O Service provided by your agency

O Services already received from another agency
O Service not applicable

JX(Referral declined by survivor

O Service unavailable

Date reported or future appointment date (day/month/year) and Time:

Name and Location:

Notes (including action taken or recommended action to be taken):

Did you refer the client to the police or other type
of security actor?*

OYes [XNo

If ‘No’, why not?*

O Service provided by your agency

O Services already received from another agency
O Service not applicable

JX(Referral declined by survivor

O Service unavailable

Date reported or future appointment date (day/month/year) and Time:

Name and Location:

Notes (including action taken or recommended action to be taken):

Did you refer the client to a livelihoods program?*
OYes [XNo

If ‘No’, why not?*

O Service provided by your agency

O Services already received from another agency
O Service not applicable

JX Referral declined by survivor

O Service unavailable

Date reported or future appointment date (day/month/year) and Time:

Name and Location:

Notes (including action taken or recommended action to be taken):
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6 - Assessment Point

Describe the emotional state of the client at the beginning of the
interview:

Describe the emotional state of the client at the end of the
interview:

The Client was very upset and crying a Lot

Will the client be safe when she or he leaves? Yes ﬂ No O
If no give reason:

What actions were taken to ensure client’s safety?

The Cliemt was calmer than whewn she

arvvived, but cLeWLg still UPSEL.

Who will give the client emotional support?

Unlenowmn

Other relevant information

| asked Uf she was safe and tolol e Nowe,
she ls staying with her sister Ls protected
If raped, have you explained the possible consequences of rape to the client (if over 14 years of age)? OYes ONo

Have you explained the possible consequences of rape to the client's caregiver (if the client is under the age of 14)? O Yes O No

THE GBVIMS USER GUIDE WORKBOOK ANSWER KEY 75




Answers for activity 4.12

1- This form must be filled out by a case manager, health practitioner, social worker or other authorized person
providing services to the survivor.

2- Note that questions followed by an asterisk* must remain on the intake form and must be answered. These
questions are a part of a minimum essential dataset on GBV. Some questions are followed by both an asterisk*
and a circle®; these are customizable, and the italicized text of these fields is intended to be adapted to each
context and can be modified. Questions that are unmarked may be modified by your agency or removed if they are
not necessary for your program and/or case management.

Instructions

3- Unless otherwise specified, always mark only one response field for each question.

4- Please feel free to add as many questions to this form as needed in your context and/or attach additional pages
with continued narrative, if needed.

Before beginning the interview, please be sure to remind your client that all information given will be kept
confidential, and that they may choose to decline to answer any of the following questions.

1-Administrative Information

Incident ID*: T1-2 Survivor code: W1-002 Caseworker code: T1

Date of interview (day/month/year) * 11/3/ 2009 Date of incident (day/month/year) *: 1/5/200%

X Reported by the survivor or reported by survivor's escort and survivor is present at reporting*
(These incidents will be entered into the Incident Recorder)

O Reported by someone other than the survivor and survivor is not present at reporting
(These incidents will not be entered into the Incident Recorder)

2-Survivor Information

Date of birth (approximate if necessary) *: | Sex*: [XFemale Clan or ethnicity: Linlkemowin
F/2/1995 O Male
Country of JX(Burundi O Uganda O Somalia
Origin™™ 0 Rwanda O DRC O Other (specify) :
Nationality (I different than country of origin): Religion: Muslimt
Current civil / marital status™: X Single O Divorced / Separated
O Married / Cohabitating O Widowed

Number and age of children and other dependants: Nowng

Occupation: Nowne

Displacement status at time of report*:

JX(Resident O IDP O Refugee O Stateless Person
O Returnee [ Foreign National [ Asylum Seeker O N/A

Is the client a Person with Disabilities? * [ No [ Mental disability whysical disability [ Both

Is the client an Unaccompanied Minor, Separated Child, or Other Vulnerable Child?*

0 O Unaccompanied Minor [ Separated Child OOther Vulnerable Child
Sub-Section for Child Survivors (less than 18 years old)
If the survivor is a child (less than 18yrs) does he/she live alone? [ Yes [XNo (if “No’, answer the next three questions)
If the survivor lives with someone, what is the relation between her/him and the caretaker?
MParent | Guardian O Relative [ Spouse / Cohabitating [ Other:
What is the caretaker’s current marital status?
O Single M_Married | Cohabiting [ Divorced / Separated O Widowed

What is the caretaker’s primary occupation: Favier
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3-Details of the Incident

Account of the incident/Description of the incident (summarize the details of the incident in client’s words)

2 dags ago, while at my wincle’s house, [ was Left alone bg my parents whtle they
went to the marieet. Then my uncle came tnstoe with mee and touched my breasts
whtle everyone else was outstde. | haven't told anyone else about this.

Stage of displacement at time of incident*:

Not Displaced / Home Community [ During Flight O During Return / Transit O Other:

O Pre-displacement [ During Refuge O Post-displacement

Time of day that incident took place*:

MJ\/Iorning (sunrise to noon)
O Afternoon (noon to sunset)

Incident location / Where the incident took place*©:

(Customize location options by adding new, or removing tick boxes according to your location)
[ Bush / Forest

O Garden / Cultivated Field

O Evening/night (sunset to sunrise)
O Unknown/Not Applicable E %gzd
[ Client’s Home
JX{ Perpetrator's Home
[ Other (give details)
Area where incident occurred*®: Sub-Area where incident occurred*®: Camp/Town/Site:
O Punda OUrati [0 Hanati
O Banau X Kakuto JX(Jinga
X Kaseeto O Utiro O Block 1
O Mbumi [ Mukata [ Block 2
O Other (specify) : O Other (specify) : O Other (specify) :
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3-Details of the Incident Cont.

Type of Incident Violence*: 1. Did the reported incident involve penetration?
(Please refer to the GBVIMS Incident Classification System If yes = classify the incident as “Rape”.
and select only ONE) If no = proceed to the next GBV type on the list.
2. Did the reported incident involve unwanted sexual contact?
O Rape If yes = classify the incident as “Sexual Assault”.
(includes gang rape, marital rape) If no > proceed to the next GBV type on the list.
3. Did the reported incident involve physical assault?
/MSexuaI Assault If yes = classify the incident as “Physical Assault”.
(includes attempted rape and all sexual violence/abuse without Ifno > proceed to the next GBV type on the list.
penetration, and female genital mutilation/cutting) 4. Was the incident an act of forced marriage?

If yes > classify the incident as “Forced Marriage”.
If no = proceed to the next GBV type on the list.
. Did the reported incident involve the denial of resources,
opportunities or services?
If yes > classify the incident as “Denial of Resources, Opportunities
or Services”.
Ifno > proceed to the next GBV type on the list.
6. Did the reported incident involve psychological/emotional abuse?
If yes - classify the incident as “Psychological / Emotional Abuse”.
If no = proceed to the next GBV type on the list.

7. Is the reported incident a case of GBV?
If yes - Start over at number 1 and try again to reclassify the GBV (If

you have tried to classify the GBV multiple times, ask your supervisor
incident recorder) to help you classify this incident).
If no > classify the incident as “Non-GBV”

[ Physical Assault
(includes hitting, slapping, kicking, shoving, etc. that are not sexual in 5
nature)

O Forced Marriage
(includes early marriage)

O Denial of Resources, Opportunities or Services

O Psychological / Emotional Abuse

O Non-GBV (specify) Note: these incidents will not be entered into the

Was this incident a Harmful Traditional Practice*°? Were money, goods, benefits, and / or services exchanged in
JX(No O Dowry demands relation to this incident*?  [XNo O Yes
O FGM/C 0O Son preference

Type of abduction at time of the incident*:
JXL None [ Forced Conscription O Trafficked O Other Abduction / Kidnapping

Has the client reported this incident anywhere else?*

(If yes, select the type of service provider and write the name of the provider where the client reported); (Select all that apply).
0

O Health/Medical Services

O Psychosocial/Counseling Services

O Police/Other Security Actor

O Legal Assistance Services

[ Livelihoods Program

[ Safe House/Shelter

O Other (specify)

Has the client had any previous incidents of GBV perpetrated against them?* O No HAlYes
If yes, include a brief description: T e SOe ‘PéV‘P@tV&(tOV has downe the same U/\/LVL@ to the

girl multiple thmes tn the past.
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4-Alleged Perpetrator Information

Number of alleged perpetrator(s)*: X1 a2 a3 O More than 3 O Unknown

Sex of alleged perpetrator(s)*: O Female X Male [ Both female and male perpetrators

Nationality of alleged perpetrator*: Buiruundian Clan or ethnicity of alleged perpetrator: LR OWINL
Age group of alleged perpetrator* (if known or can be estimated):

Oo-11 0o12-17 018-25 JX(26 - 40 0 41-60 061+ O Unknown

Alleged perpetrator relationship with survivor *:
(Select the first ONE that applies)

O Intimate partner / Former partner

O Primary caregiver

KFamin other than spouse or caregiver
O Supervisor / Employer

O Schoolmate

O Teacher / School official

O Service Provider

O Cotenant / Housemate

O Family Friend / Neighbor

O Other refugee / IDP / Returnee

O Other resident community member

O Other

O No relation

O Unknown

Main occupation of alleged perpetrator (if known) *©:
(Customize location options by adding new, or removing tick boxes according to your location)

O Farmer ﬁTrader / Business Owner [ Religious Leader [ CBO Staff O Other

O Student O Non-State Armed Actor [ Teacher O Community Volunteer O Unemployed
O Civil Servant O Security Official [ UN Staff O Health Worker O Unknown

O Police O Camp or Community Leader O NGO Staff

O State Military

5-Planned Action / Action Taken: Any action / activity regarding this report.

Who referred the client to you?*

O Health/Medical Services O Teacher/School Official

O Psychosocial/Counseling Services O Community or Camp Leader

O Police/Other Security Actor O Safe House/Shelter

O Legal Assistance Services O Other Humanitarian or Development Actor

O Livelihood Program O Other Government Service

JX{ Self Referral / First Point of Contact O Other (specify)

Did you refer the client to a safe house/safe Date reported or future appointment date (day/month/year) and Time:
shelter?*

OYes [XNo Name and Location:

If ‘No’, why not?*

O Service provided by your agency . . . .
O Services already received from another agency Notes (including action taken or recommended action to be taken):
O Service not applicable
X(Referral declined by survivor
O Service unavailable

Did you refer the client to health / medical Date reported or future appointment

services?* Date and Time:

OYes [XNo Name and Location: Follow-up Appointment
If ‘No’, why not?* Date and Time:

O Service provided by your agency Notes (including action taken or recommended action to be taken):

O Services already received from another agency
O Service not applicable

JX(Referral declined by survivor

O Service unavailable
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Did you refer the client to psychosocial
services?*

O Yes JXNO

If ‘No’, why not?*

jXService provided by your agency

O Services already received from another agency
O Service not applicable

O Referral declined by survivor

O Service unavailable

Date reported or future appointment date (day/month/year) and Time:
12/2/2009 at 11:00 am

Name and Location:

Notes (including action taken or recommended action to be taken):

Does the client want to pursue legal action?*

1XYes

O No O Undecided at Time of Report

Did you refer the client to legal assistance
services?*

KYes O No

If ‘No’, why not?*

O Service provided by your agency

O Services already received from another agency
O Service not applicable

O Referral declined by survivor

O Service unavailable

Date reported or future appointment date (day/month/year) and Time:
1:2/3/20@ at 11:00 am

Name and Location:
Legal Ald; Jinga

Notes (including action taken or recommended action to be taken):

Did you refer the client to the police or other type
of security actor?*

OYes [XNo

If ‘No’, why not?*

O Service provided by your agency

O Services already received from another agency
O Service not applicable

K,Referral declined by survivor

O Service unavailable

Date reported or future appointment date (day/month/year) and Time:

Name and Location:

Notes (including action taken or recommended action to be taken):

Did you refer the client to a livelihoods program?*

O Yes JXNO

If ‘No’, why not?*

O Service provided by your agency

O Services already received from another agency
O Service not applicable

KReferraI declined by survivor

O Service unavailable

Date reported or future appointment date (day/month/year) and Time:

Name and Location:

Notes (including action taken or recommended action to be taken):
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6 - Assessment Point

Describe the emotional state of the client at the beginning of the Describe the emotional state of the client at the end of the
interview: interview:

The Client was quiet and calm throughout ulet and calne

Will the client be safe when she or he leaves? Yes X No O Who will give the client emotional support?
If no give reason:

Glve a Hand nternational

What actions were taken to ensure client’s safety? Other relevant information
Nowe Nowe
If raped, have you explained the possible consequences of rape to the client (if over 14 years of age)? OYes ONo

Have you explained the possible consequences of rape to the client's caregiver (if the client is under the age of 14)? O Yes O No
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Answers for activity 4.13

1- This form must be filled out by a case manager, health practitioner, social worker or other authorized person
providing services to the survivor.

2- Note that questions followed by an asterisk* must remain on the intake form and must be answered. These
questions are a part of a minimum essential dataset on GBV. Some questions are followed by both an asterisk*
and a circle®; these are customizable, and the italicized text of these fields is intended to be adapted to each
context and can be modified. Questions that are unmarked may be modified by your agency or removed if they are
not necessary for your program and/or case management.

Instructions

3- Unless otherwise specified, always mark only one response field for each question.

4- Please feel free to add as many questions to this form as needed in your context and/or attach additional pages
with continued narrative, if needed.

Before beginning the interview, please be sure to remind your client that all information given will be kept
confidential, and that they may choose to decline to answer any of the following questions.

1-Administrative Information

IncidentID*: T1-= Survivor code: \W1-003 Caseworker code: T1

Date of interview (day/month/year) * 19/3/2009 Date of incident (day/month/year) *: 1</3/2009

X Reported by the survivor or reported by survivor's escort and survivor is present at reporting*
(These incidents will be entered into the Incident Recorder)

O Reported by someone other than the survivor and survivor is not present at reporting
(These incidents will not be entered into the Incident Recorder)

2-Survivor Information

Date of birth (approximate if necessary) *: | Sex*: O Female Clan or ethnicity: Linlkemowin
19/5/1992 X Male
CO_U'_“*TYO_Of O Burundi X Uganda O Somalia
Origin™™ 0 Rwanda O DRC O Other (specify) :
Nationality (I different than country of origin): Religion: Linlemowin
Current civil / marital status™: X Single O Divorced / Separated
O Married / Cohabitating O Widowed

Number and age of children and other dependants: Nowng

Occupation: Nowne

Displacement status at time of report*:

O Resident M.IDP [ Refugee O Stateless Person

O Returnee [ Foreign National [ Asylum Seeker O N/A

Is the client a Person with Disabilities? * ELNO [J Mental disability [ Physical disability [ Both

Is the client an Unaccompanied Minor, Separated Child, or Other Vulnerable Child?*

O No D(Unaccompanied Minor O Separated Child OOther Vulnerable Child

Sub-Section for Child Survivors (less than 18 years old)

If the survivor is a child (less than 18yrs) does he/she live alone?  [XYes O No  (if “No”, answer the next three questions)

If the survivor lives with someone, what is the relation between her/him and the caretaker?

O Parent / Guardian O Relative [ Spouse / Cohabitating [ Other:

What is the caretaker’s current marital status?

O Single [ Married / Cohabiting [ Divorced / Separated O Widowed

What is the caretaker’s primary occupation:

82 THE GBVIMS USER GUIDE WORKBOOK ANSWER KEY




3-Details of the Incident

Account of the incident/Description of the incident (summarize the details of the incident in client’s words)

Yesterday [ had to flee vy home because of the flghting and am now Living tn a
nearby comp. While travelling there tn the afternoon, | stopped at an NGO to get
some food, medicine and other items. One of the hwmanitarian workers would only
give me what [ needed tn exchange for sex. He and his two colleagues thew raped me
and gave me some food. After, | went to the police, but they did not want to help we.

Stage of displacement at time of incident*:

O Not Displaced / Home Community /’Q_During Flight O During Return / Transit O Other:
O Pre-displacement [ During Refuge O Post-displacement
Time of day that incident took place*: Incident location / Where the incident took place*:
. . (Customize location options by adding new, or removing tick boxes according to your location)

O Morning (sunrise to noon) O Bush / Forest

fiemoon (noon to sunsef) O Garden  Cultivated Field
O Evening/night (sunset to sunrise) 0O School
O Unknown/Not Applicable O Road

[ Client’s Home
O Perpetrator's Home

X} Other (give details) _ Local NGO

Area where incident occurred*®: Sub-Area where incident occurred*®: Camp/Town/Site:

O Punda OUrati [0 Hanati

[ Banau [1 Kakuto O Jinga

[ Kaseeto M utiro I Block 1

JX(Mbumi O Mukata O Block 2

O Other (specify) : O Other (specify) : JZ[Other (specify) : Block A

THE GBVIMS USER GUIDE WORKBOOK ANSWER KEY 83




3-Details of the Incident Cont.

Type of Incident Violence*:
(Please refer to the GBVIMS Incident Classification System
and select only ONE)

Rape
(includes gang rape, marital rape)

O Sexual Assault

(includes attempted rape and all sexual violence/abuse without
penetration, and female genital mutilation/cutting)
[ Physical Assault
(includes hitting, slapping, kicking, shoving, etc. that are not sexual in
nature)

O Forced Marriage
(includes early marriage)

O Denial of Resources, Opportunities or Services
O Psychological / Emotional Abuse

O Non-GBV (specify) Note: these incidents will not be entered into the

incident recorder)

1. Did the reported incident involve penetration?

If yes - classify the incident as “Rape”.
If no = proceed to the next GBV type on the list.

2. Did the reported incident involve unwanted sexual contact?
If yes > classify the incident as “Sexual Assault”.

If no > proceed to the next GBV type on the list.

3. Did the reported incident involve physical assault?
If yes > classify the incident as “Physical Assault”.

If no > proceed to the next GBV type on the list.

4. Was the incident an act of forced marriage?

If yes > classify the incident as “Forced Marriage”.
If no = proceed to the next GBV type on the list.
5. Did the reported incident involve the denial of resources,
opportunities or services?
If yes > classify the incident as “Denial of Resources, Opportunities
or Services”.

Ifno > proceed to the next GBV type on the list.

6. Did the reported incident involve psychological/emotional abuse?

If yes - classify the incident as “Psychological / Emotional Abuse”.
If no = proceed to the next GBV type on the list.

7. Is the reported incident a case of GBV?
If yes - Start over at number 1 and try again to reclassify the GBV (If

you have tried to classify the GBV multiple times, ask your supervisor
to help you classify this incident).
If no > classify the incident as “Non-GBV”

Was this incident a Harmful Traditional Practice*°?

JX(No O Dowry demands
O FGM/C 0O Son preference

Were money, goods, benefits, and / or services exchanged in

relation to this incident*? O No

XYes

Type of abduction at time of the incident*:
JX( None O Forced Conscription

O Trafficked O Other Abduction / Kidnapping

Has the client reported this incident anywhere else?*

(If yes, select the type of service provider and write the name of the provider where the client reported); (Select all that apply).

O No

O Health/Medical Services

O Psychosocial/Counseling Services

X Police/Other Security Actor___ Mbuuml Police Statlon

[ Legal Assistance Services

O Livelihoods Program

[ Safe House/Shelter

O Other (specify)

Has the client had any previous incidents of GBV perpetrated against them?*

If yes, include a brief description:

O Yes

X(No
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4-Alleged Perpetrator Information

Number of alleged perpetrator(s)*: 01 a2 X3 O More than 3 O Unknown

Sex of alleged perpetrator(s)*: O Female X Male [ Both female and male perpetrators

Nationality of alleged perpetrator®: LA noan Clan or ethnicity of alleged perpetrator: LR LOWINL
Age group of alleged perpetrator* (if known or can be estimated):

Oo-11 0o12-17 018-25 JX126 - 40 0 41-60 061+ O Unknown

Alleged perpetrator relationship with survivor *:
(Select the first ONE that applies)
O Intimate partner / Former partner
O Primary caregiver
[ Family other than spouse or caregiver
O Supervisor / Employer
O Schoolmate
O Teacher / School official
Service Provider
O Cotenant / Housemate
O Family Friend / Neighbor
O Other refugee / IDP / Returnee
O Other resident community member
O Other
O No relation
O Unknown

Main occupation of alleged perpetrator (if known) *©:
(Customize location options by adding new, or removing tick boxes according to your location)

O Farmer O Trader / Business Owner [ Religious Leader [ CBO Staff O Other

O Student O Non-State Armed Actor [ Teacher O Community Volunteer O Unemployed
O Civil Servant O Security Official [ UN Staff O Health Worker O Unknown

O Police O Camp or Community Leader jZ[NGO Staff

O State Military

5-Planned Action / Action Taken: Any action / activity regarding this report.

Who referred the client to you?*

O Health/Medical Services O Teacher/School Official

O Psychosocial/Counseling Services O Community or Camp Leader

O Police/Other Security Actor O Safe House/Shelter

O Legal Assistance Services O Other Humanitarian or Development Actor

O Livelihood Program O Other Government Service

JX{ Self Referral / First Point of Contact O Other (specify)

Did you refer the client to a safe house/safe Date reported or future appointment date (day/month/year) and Time:
shelter?*

OYes [XNo Name and Location:

If ‘No’, why not?*

O Service provided by your agency . . . .

O Services already received from another agency Notes (including action taken or recommended action to be taken):

O Service not applicable

O Referral declined by survivor
ervice unavailable

Did you refer the client to health / medical Date reported or future appointment
services?* Date and Time: 19/3/2009 4:00pm
KYes O No

Name and Location: tLro Health Clinle

Follow-up Appointment
Date and Time:

If ‘No’, why not?*

O Service provided by your agency

O Services already received from another agency
O Service not applicable Notes (including action taken or recommended action to be taken):
O Referral declined by survivor
O Service unavailable
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Did you refer the client to psychosocial
services?*

O Yes JXNO

If ‘No’, why not?*

KService provided by your agency

O Services already received from another agency
O Service not applicable

O Referral declined by survivor

O Service unavailable

Date reported or future appointment date (day/month/year) and Time:

Name and Location:

Notes (including action taken or recommended action to be taken):

Does the client want to pursue legal action?*

O Yes O No JX{ Undecided at Time of Report

Did you refer the client to legal assistance
services?*

O Yes ﬂNo

If ‘No’, why not?*

O Service provided by your agency

O Services already received from another agency
O Service not applicable

MReferraI declined by survivor

O Service unavailable

Date reported or future appointment date (day/month/year) and Time:

Name and Location:

Notes (including action taken or recommended action to be taken):

Did you refer the client to the police or other type
of security actor?*

OYes [XNo

If ‘No’, why not?*

O Service provided by your agency

O Services already received from another agency
O Service not applicable

K,Referral declined by survivor

O Service unavailable

Date reported or future appointment date (day/month/year) and Time:

Name and Location:

Notes (including action taken or recommended action to be taken):

Did you refer the client to a livelihoods program?*
OYes [XNo

If ‘No’, why not?*

O Service provided by your agency

O Services already received from another agency
O Service not applicable

X Referral declined by survivor

O Service unavailable

Date reported or future appointment date (day/month/year) and Time:

Name and Location:

Notes (including action taken or recommended action to be taken):
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6 - Assessment Point

Describe the emotional state of the client at the beginning of the
interview:

Describe the emotional state of the client at the end of the
interview:

Upset ano Ln some pam

Will the client be safe when she or he leaves? Yes X No O
If no give reason:

What actions were taken to ensure client’s safety?

Nowe

St upset and Lin paim

Who will give the client emotional support?

Unkmowin

Other relevant information

Nowe

If raped, have you explained the possible consequences of rape to the client (if over 14 years of age)? OYes ONo

Have you explained the possible consequences of rape to the client's caregiver (if the client is under the age of 14)? O Yes O No
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Chapter 5: The Incident Recorder and Data Entry

5.8—5.12 and 5.17—5.19

You can check your answers to activities 5.8-5.12 by comparing that row of data with row 17 in ‘Practice Incident
Recorder_v3." Likewise, you can check your answers to 5.17—5.19 by comparing those rows of data (which you
have just entered) with rows 18-20 respectively in ‘Practice Incident Recorder_v3.” To open “Practice Incident
Recorder_v3” click on the ‘User Guide Practice Tools’ button under the Tools & Resources section of the User Guide
CD-ROM or download it from the GBVIMS website at http://gbvims.org/learn-more/gbvims-tools/user-guide/.

5.16)

1. What was the age of the survivor at the time of the incident? Were they an adult or child?

Answer: Using columns AO and AQ we can see that the survivor was 29 years old at the time of the
incident and is, therefore, an adult.

2. Did the survivor have a disability?

Answer: Using columns AS we can see that the cell is blank. We know therefore, that the
survivor does not have a disability.

3. Is this incident a case of sexual violence?
Answer: Using column AT we can see that this is a case of sexual violence.

4. |s this incident a case of intimate partner violence?
Answer: Using column AU we can see that this is a case of intimate partner violence.

5. Is this incident a case of child sexual abuse?

Answer: Using column AV we can see that the cell is blank. We know therefore, that this is not a case
of child sexual abuse.

6. Is this incident a case of early marriage?
Answer: Using column AW we can see that the cell is blank. We know therefore, that this is not a case
of early marriage.

7. Is this incident a case of harmful traditional practice?

Answer: Using column AX we can see that the cell is blank. We know therefore, that this is not a case
of harmful traditional practice.

8. Is this incident a case of possible sexual exploitation?
Answer: Using column AY we can see that the cell is blank. We know therefore, that this is not a case
of possible sexual exploitation.

9. Is this incident a case of possible sexual slavery?

Answer: Using column AZ we can see that the cell is blank. We know therefore, that this is not a case
of possible sexual slavery.

10. How many days were there between the incident and the interview?
Answer: Using column BA we can see that there were 44 days between the incident and the interview.
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Chapter 6: The Incident Recorder for Data Analysis

6.7)

Click on “6. Monthly Statistics” worksheet tab. Look at the first graph ‘New GBV Incidents reported by month.” How
many total new incidents were reported for the months of January, February and March 2009?
Answer: 15 (2+6+7).

Now click on 10. Trend Analysis worksheet tab. Look at the table and determine the total number of incidents
reported in January, February and March 2009.
Answer: 11. (If you look at the Grand Total of the pivot table for the three months, it should read ’11’).

What’s the problem?! Why does the monthly statistics table report a total of 15 incidents for these three months
while the trend analysis table reports only 11? Does this mean that one of the tables is broken?
Answer: No!

Take a moment to see if you can figure out why two numbers are different. These see the answer below.

Answer: The two numbers are different because a filter has been applied to the trend analysis table. If you
looked carefully, you probably noticed that there was no incident of ‘Rape’ being reported on the pivot table. You
may have also noticed that the button next to ‘GBV TYPFE’ is a filter button - and NOT a dropdown menu button:
*. This means a filter has been applied.

Now click on the filter button and select the ‘Rape’ option. A ‘Rape’ column should appear and the grand total of
incidents should now be 15.
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6.9)
For the month of February 2009:

1. How many new GBYV incidents were reported?
Answer: 6. This answer is found in field #1 ‘New GBV incidents reported this month’ as well as in the graph to
the right.

2. Of those new GBV incidents, how many were incidents of sexual violence?
Answer: 2. This answer is found in field #2 ‘New incidents of sexual violence this month.’

3. How many of the incidents were reported by a male?
Answer: 3. This answer is found in field #3 ‘Sex of survivors’ as well as in the graph to the right.

4. How many of the incidents were reported by a female?
Answer: 3. This answer is found in field #3 ‘Sex of survivors’ as well as in the graph to the right.

5. How many of the incidents were reported by a child?
Answer: 1. This answer is found in field #4 ‘Age of survivors’ as well as in the graph to the right. You should
specifically look in the row called ‘Children 17 Yrs & Younger.’

6. How many of the incidents were reported by married/cohabitating survivors?
Answer: 2. This answer is found in field #5 ‘Marital status of survivors.’

7. How many of the incidents were reported by a resident?
Answer: 1. This answer is found in field #6 ‘Displacement status at time of report’ as well as in the graph to
the right.

8. How many of the incidents were reported by a refugee?
Answer: 1. This answer is found in field #6 ‘Displacement status at time of report’ as well as in the graph to
the right.

9. How many of the incidents were reported by someone with a disability?
Answer: 2. This answer is found in field #7 ‘Vulnerable populations’ on the row called ‘Incidents reported by a
survivor with a disability.’

10. How many incidents involved rape?
Answer: 1. This answer is found in field #9 ‘Type of GBV’ as well as in the graph below.

11. How many incidents involved forced marriage?
Answer: 1. This answer is found in field #9 ‘Type of GBV’ as well as in the graph below.

12. How many incidents involved psychological/emotional abuse?
Answer: 1. This answer is found in field #9 ‘Type of GBV’ as well as in the graph below.
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For the month of March 2009 (Caution! At this point you should change the month at the top of the worksheet):

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

How many new GBYV incidents were reported?
Answer: 7. This answer is found in field #1 ‘New GBYV incidents reported this month’ as well as in the graph to
the right.

How many new incidents were reported over the last 4 months (December, January, February March)?
Answer: 15. This answer is found using the graph to the right of #1 and 2 ‘New GBV incidents reported by
month.” Simply total the numbers for the four months (0+2+6+7=15).

Do you notice a trend in the number of incidents reported during the past 4 months?
Answer: Yes. There is an upward trend of incidents reported during the past 4 months (0,2,6,7).

How many incidents occurred in the afternoon?
Answer: 2. This answer is found in field #10 ‘Incident time of day’ as well as in the graph below.

How many incidents involved child sexual abuse?
Answer: 3. This answer is found in field #11 ‘Case Context’ as well as in the graph below.

How many incidents involved possible sexual slavery?
Answer: 2. This answer is found in field #11 ‘Case Context’ as well as in the graph below.

How many incidents involved more than 3 perpetrators?
Answer: 1. This answer is found in field #13 ‘Number of alleged primary perpetrators.’

How many incidents were perpetrated by a teacher/school official?
Answer: 0. This answer is found in field #14 ‘Alleged perpetrator-survivor relationship’ as well as in the graph
below.

What percent of incidents for the month of March were perpetrated by an intimate or former partner?
Answer: 14%. This answer is found by using field #14 ‘Alleged perpetrator-survivor relationship.’ In this field
we see that the total number of incidents for intimate/former partner is 1. Since the total number of
incidents reported for the month of March is 7, we can divide 1/7 to get the percentage: 14.29% (or 14%).

How many incidents were not referred to you from other service providers?

Answer: 2. This answer is found in field #16 ‘Incidents for which this center was the first point of contact’
and/or #17 ‘Incidents referred from other service providers.” Incidents which were not referred to you are
those for which your center is the first point of contact. Another way of looking at this question is asking
yourself: ‘How many incidents were referred from other service providers?” Since that answer is 5, you can
simply subtract 5 from the total number of incidents for the month of March (7); so 7-5=2.

How many incidents were reported by survivors who received psychosocial support?
Answer: 4. This answer is found in field #18 ‘Service provided for new incidents this month.’

How many incidents were reported by survivors who were referred to security/protection services?

Answer: 3. This answer is found in field #19 ‘New incidents referred to other service providers this month’ as
well as in the graph below. To find this answer locate the row called ‘Security/Protection Services’ and follow
it across until you reach the column ‘Referred.” You should see the number 3 in that cell.

Which type of service provider did you refer the most clients to?
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26.

27.

Answer: Security/Protection Service. This answer is found in field #19 “New incidents referred to other
service providers this month’ as well as in the graph below. If using the table, locate the highest number
under the column labeled ‘Referred’ (this should be 3). Then follow the row left to see the type of service
provider: Security/Protection Services. Alternatively, you could use the graph to answer this question. Using
the key you can see that all bars that are green correlate to the ‘Referred’ category; the tallest green bar (with
a value of 3) is the bar for Security/Protection Services.

Which service provider was the most frequently declined?

Answer: It's a tie! The two service providers most frequently declined in the month of March are:
Health/Medical Services and Livelihoods/Vocation Training (with 4 declines each). This answer is found in
field #19 “New incidents referred to other service providers this month’ as well as in the graph below. On the
table you can see under the column ‘Referral Declined’ that Health/Medical Services and
Livelihoods/Vocational Training both were declined four times. On the graph, the ‘Referral Declined’ category
is represented by the orange bar. It is easy to see that the orange bar is tallest for these two types of service
provision.

Were any services reported as being unavailable in your area?

Answer: No. Looking at the table under the column ‘Services Unavailable’ we can see that no incidents
indicated that there were any services unavailable. The graph also makes this clear. The Services unavailable
category is represented by a red bar which does not appear on the graph because there were no incidents
recorded where a service was not available.

6.10)

1. How many incidents were reported in March 2009 by survivors who were referred to you from a Safe
House/Shelter?

Answer: 1. On the ‘Referral Tracking’ worksheet tab locate the first table in the top-left corner of the

worksheet entitled ‘Referred to you from?’ Click on the report filter called ‘INCIDENT REPORT DATE

(MONTH/YEAR) and select Mar-2009. The report is now filtered so that you can find your answer. Look at the

table and locate the Safe House/Shelter; there should be a 1 next to it indicating that 1 incident was reported

in March 2009 by survivors who were referred to you from a Safe House/Shelter

How many incidents reported to you in March 2009 were reported by children who declined Safe House/Shelter
services?  (Hint: you will have to use two report filters to answer this question)

Answer: 2. Locate the table entitled ‘Safe House/Shelter.” Click on the report filter called ‘INCIDENT REPORT
DATE (MONTH/YEAR) and select Mar-2009. Because we want to know information pertaining only to
children, we need to add a second filter. Click on the report filter called ‘ADULT/CHILD AT TIME OF REPORT’
and select ‘Child.” The report is now filtered so that you can find your answer. Look at the table and locate
the ‘Referral declined by survivor’ row. There should be a 2 next to it indicating that 2 incidents were
reported in March 2009 by children who declined Safe House/Shelter services.

How many incidents reported in the first quarter of 2009 were reported by survivors who received
Health/Medical services before coming to your organization? (Hint: remember when filtering by quarter to also
filter by year)

Answer: 1. Locate the table entitled ‘Health/Medical Services.” Click on the report filter called ‘INCIDENT
REPORT DATE (QUARTER) and select Quarter 1. Because we are filtering by quarter we also need to click on
the report filter INCIDENT REPORT DATE (YEAR) and select 2009. The report is now filtered so that you can
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find your answer. Look at the table and locate the ‘Services already received from another agency’ row.
There should be a 1 next to it indicating that 1 incident was reported in the first quarter of 2009 by a survivor
who had who had already received Health/Medical services from another agency.

How many incidents reported in the first quarter of 2009 were reported by survivors who received Psychosocial
services from your organization?

Answer: 6. Locate the table entitled ‘Psychosocial Services.” Click on the report filter called ‘INCIDENT
REPORT DATE (QUARTER) and select Quarter 1. Because we are filtering by quarter we also need to click on
the report filter ‘INCIDENT REPORT DATE (YEAR) and select 2009. The report is now filtered so that you can
find your answer. Look at the table and locate the ‘Service provided by your agency’ row. There should be a 6
next to it indicating that 6 incidents were reported in the first quarter of 2009 by survivors who received
Psychosocial services from your organization.

How many incidents reported in the year 2009 by survivors who declined Legal Assistance services should be
excluded from GBVIMS statistics and data consolidation? (Hint: you will have to use the EXCLUDE FROM
STATISTICS/CONSOLIDATION filter to answer this question)

Answer: 1. Incidents that have previously been reported to another organization using the GBVIMS should
not be included in some statistics and when compiling data with other agencies. The ‘EXCLUDE FROM
STATISTICS/CONSOLIDATION’ filter can be used to see how many of these incidents there are. Locate the
table entitled ‘Legal Assistance Services.” Click on the report filter called ‘INCIDENT REPORT DATE (YEAR) and
select 2009. Now click on the filter ‘/EXCLUDE FROM STATISTICS/CONSOLIDATION’ and select ‘EXCLUDE.” The
report is now filtered so that you can find your answer. Look at the table and locate the ‘Referral declined by
survivor’ row. There should be a 1 next to it indicating that 1 incident was reported in the year 2009 by a
survivor who declined legal assistance services and who should be excluded from statistics and data
consolidation.

How many incidents reported in February 2009 were reported by sexual assault survivors who received
Police/Other Security Actor service before coming to your organization?

Answer: 1. Locate the table entitled ‘Police/Other Security Actor.” Click on the report filter called ‘INCIDENT
REPORT DATE (MONTH/YEAR) and select Feb-2009 (Caution: this is the first question asking for February
rather than March in this exercise). Now click on the filter ‘GBV TYPE’ and select ‘SEXUAL ASSAULT.” The
report is now filtered so that you can find your answer. Look at the table and locate the ‘Services already
received from another agency’ row. There should be a 1 next to it indicating that 1 incident was reported in
the year 2009 by a survivor of sexual assault who received police/other security actor services before coming
to your organization.

How many incidents reported in Quarter 1 of 2009 were reported by adult survivors who had been raped and
who had already received Livelihoods Program services before coming to your organization? (Hint: 4 filters!)
Answer: 2. Locate the table entitled ‘Livelihoods Program.” Click on the report filter called ‘INCIDENT REPORT
DATE (QUARTER) and select Quarter 1. Because we are filtering by quarter we also need to click on the report
filter INCIDENT REPORT DATE (YEAR) and select 2009. Because we want adult survivors, we need to click on
ADULT/CHILD AT THE TIME OF INCIDENT and select ‘Adult.” Additionally we also need to click on the ‘GBV
TYPF’ filter and select ‘Rape.” The report is now filtered so that you can find your answer. Look at the table
and locate the ‘Services already received from another agency’ row. There should be a 2 next to it indicating
that 2 incidents were reported in the first quarter of 2009 by adult survivors who had already received
Livelihoods Program services before coming to your organization.
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